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Activate/Inactivate Case Management
Use this functionality to activate/inactivate ret®for case management purposes.
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Figure 1. Options Menu/Activate-I nactivate Case Mgmt

Step-by-Step:
1. From thek

2 Options menu, selecActivate/Inactivate Case Mgmt

NOTE: This is an on/off feature. If activate Case Mdsrselected, re-select to deactivafe.




Restrict/Un-restrict Records
Use to restrict or un-restrict a record to compithvthe “Domestic Violence” policy.

B Toolbox 2 {Production} - Seek
File: Edit Nz il

Seeker Info l i

Mame and Address Infarmation

| [ravior 11530 5 TUSCANY CT

-~ Phone Mumbers 1 |

Home:i Cell (223)330-3544 | IozeRe m i55?21 Faaa | r"i

ki Cther:

ek | B [~ Bad Address [ Homeless Email |LITTLEMDIANGRE@AOL COM

Personal Inforrmsti Seeker Status S e A
% ; F@ED‘—‘ : . _Status  Date Last L date

Date of Birth:| 09101979 PIH'SC_hDDI [ Dizabled EmpExc:hange:m 091003 na/230a)

.gge:.l 30 = Séamhabl? Edi\;;d;?l Caze Management: m Mext Lppt: rm"‘ T"‘!’fei T
Gender[F_ MEtee e FRIGTESRANSE | Ben Vear Beg Ot W [ | Mext Task: e
Citizen: Migrant Worker | Deceased
[ [ et | Actiial Errolitients

Alchicgd R | App o 2zTazeeT '|

AP RecipientMandatory

- Weteran | :
11‘11“51““——‘ : |
et Statusi| b - None » | Transtion: S REbl 0083498809 d

Pozsible Enrollmerts

il_RecentIy Separated Served From| Served To e i

; Served in Campaign | 1 Date Type of Service 1 Employment Counselar

|| Print an Sumimary (Resume) J 1

i 0910/09 | Azsessment MICHAEL STEVUART i

[ Service Erided by Dlsabhlrty > i j = - !, |

u m = 7 (=h] Dms!lnrtlal Irterview MICHAEL STEVWART

| Fpouse of Deploy rve of spouse deployment ended withe past yr 1 1 = s - .
ElranC_h i 2 - [~ Status Verified . ] - ] = 1 -

Source: [Detfaut Colry aor— | T partial Sesker @ S ST | T |

[ | Restricted [ ] Secondary Counselor :

Flgurel Find %ker Module’%ker Info Tab

Step-by-Step:

1. Click on # Find Seekericon.

2. On theSeeker Infotab, theRestricted field controls the Domestic Violence alert.
» To ‘restrict’ the record, check thiestricted field.
* To ‘un-restrict*’ the record, uncheck tiestricted field.

Note: When this field is checked or unchecked, an aatanalert is sent to notify FSD of the
customer’s Domestic Violence status. For furtharification, refer to the “Applicant Alerts” qr
“Recipient Alerts” policy. Also, only certain stdfas the Toolbox 2.0 capability to un-restric
records.




Agent Hats
Changing agent hats.
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Fig: Sp ScreenFiIe enu/Change User Title Option
Step-by-Step:

1. While on theSplashscreen, click on th&H File menu.
2. Select theChange User Titleoption. TheChange Agent Hatscreen will appear.

%8 Change Agent Hat

OffiCBZ|AVA et Vv

gt Title:| =TATE CAP PROGRAM COORDIM...

Figure 2: Change Agent Hat Screen

3. Select the appropriateffice andUser Title from the drop-down menus.

4. Click on the/ &= | button and then 22z button to médeechange and close

the screen.



Issuing Alerts

Issuing a manual Recipient alert to be sent to FSD.

B Toolbox 2 (Production

Eile: Edit

@@ﬁé@

Mame and Address Ir

L ocrerome BN
Phong Mumbers
Horme:|

Work:"

Perzonal Information
Date of Birth:| 09101

Age:m: |

Citizen: !_-‘ |
Alien Reg & A
“eteran I
et Statusi| M - Mone |
il | Receritly Separated
™ Served in Campaign |
[ Print on Summary (Fx
[ Service Ended by Diz

:. I:ﬁ Create Task

‘Gener| F ¥ seeker Placement

A Create Appolniment

}»€ Cteate Referral

Create Scratch Pad Alt+P
% Correspondence Alt+C
Service Referral Alt+L

Send Info Card
ﬁ Caunselor Information
Seeker Services

File Location

FEX

Street Address:

Caze Management:| active

T |
|
[MC fesr21-0494 | | B
I Homeless Emaik[LTTLENDIANGR@ACL COM
S‘eeker Eﬂatus —

Emp Exchange: Active 1 031 D.I'D

Date Last Update:
Tnarzamg|
Nex‘f Appt: T|rrre i |

Ul Ben Year Beg Ot nactive
Job Contacts;

Actual Enraliments

) | i | Mext Task; ] e

Pozzikle Enrollments

MO Pragram Specific App D31 22780667 |
DChE|
Activaterinactivate Seeker WEaEERR)

ResetEmp Exchange
Activatelinactivate Case Mgmt
Case Transfer

Casze Transfer InbowOuthox

Services Provided

CAP Recipient|rMandatory

Date

Type of Service |

Employment Counselor

0910009 A esesament

1MICHAEL STEWART

ripimenr segtisi ot {0art omalintial intarview IMICHAEL STEWART

Branchi F Red Elag } } } ‘]
=
: i——~ Eorm Manager L -
e et Consy @ Wieh Info " Save | 3 Cancel |

Print Training Senvices
[ Restricted .

Print Tranzcript
Figure1: Options Menu/Seeker Alerts Option

Print Resume
Print Scanable Resume.

Step-by-Step:
1. With a client’s record open, click on tiEHEE Options menu.
2. SelectSeeker Alertsoption.

Alert| v -

4

Comments:

SN

Mame: |DA\-"IS, REBECCA R R

5 rL__{E)Save | ’8 Cloze |

Figure2: Alert Entry Screen

From theAlert Entry pop-up screen, select the appropriate alert fleAkert field:
Age 60 and Over

Custodial Caretaker of a Child Under 12 Months

Mentally or Physically Disabled

Needed at Home to Care for Disabled Family Member

Notify FSD to Being Sanction Process

Parent Type Change

Recommends Sanction be Lifted

Unable to Locate — No Forwarding Address

Volunteer Not Participating

—S@TmeP oD



4. Enter any necessary information into @@mmentsfield.

5. Click on the £ save button to save the information andéad the alert to FSD. This
alert will write to theSeeker Servicesab within theSeeker Historymodule.

Y3 Alert Entry
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Figure 3. Alert Entry Screen (Unableto Locate-No Forwarding Address)

6. The ‘Unable to Locate — No Forwarding Addressalert screen contains additional fields
that are required to be completed before the adertbe sent.

7. IntheDatefield, enter the date the CAP letter was returned.

8. IntheReturned Letter AddressandCity, State — Zipfields, enter the address listed on the
returned CAP letter.

9. As necessary, complete tBemmentsfield and click the £ save button to send the

alert.
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Figure4: Seeker History Module/Seeker Service Tab

10. To verify an alert was sent, access3heker Servicesab within the @ Seeker History
module. The alert will write in the “history”.



Issuing Alerts

Issuing a manual Applicant (Good Cause) alert tedye to FSD.
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Step-by-Step:

Figure5: Options Menu/Seeker Alerts Option

1. With a client’s record open, click on tHEHEE Options menu.
2. SelectSeeker Alertsoption.

3. From theAlert Entry pop-up screen, select the appropriate alert fleA\kert field:

e Alert Entry

SEN;

Mame: |DA\-"IS, REEECCA R R

}@ Save | ‘B Close |

Figure 6: Alert Entry Screen

Breakdown in Childcare
Breakdown in Transportation

a.

b
c
d.
e. Emergency Family Crisis
f
g.
E

4.

Court-Required Appearance/Incarceration
DWD Not Available to Provide Services

Lack of Identified Social Services
Refused a Bona-fide Offer of Employment
nter any necessary information into @@mmentsfield.




5. Click on the £ Save

" button to save the information andead the alert to FSD.

alert will write to theSeeker Servicesab within theSeeker Historymodule.
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Figure7: Seeker History Module/Seeker Service Tab

This

6. To verify an alert was sent, access $fseker Servicesab within the @ Seeker History
module. The alert will write in the “history”.
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Deleting Alerts from ‘Daily Referrals Query’

Deleting alerts to be sent to FSD. An alert canddleted up to 4:00pm the same day it was

issued.
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Figure2: Daily Referral Query Screen
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kW

Using the fieldsStart Date, End Date, DCN, Program, andCounselor, do a search to find
the alert you want to delete.
Highlight the alert you want to delete.

Click on the = Beetz st hytton to delete the alert.
Click on the @ ¢lese button to close the screen.

12



Deleting Alerts from ‘Seeker Services Tab’

Deleting alerts to be sent to FSD. An alert caddleted up to 4:00pm the same day it was

issued.

B Toolbox 2 (Test} - Seeker Histories
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Step-by-Step:
1. Click on B Seeker Historyicon.

2. Access thé&seeker Servicesab.

3. Highlight the alert you want to delete.
4

Click the /= Dsiste Alert

| button to delete the alert.

Flgure3 %ker Hlstory Module/Seeker Services Tab

NOTE: For information regarding the Immediate Engagean(i&i) alert, please reference t1e

Immediate Engﬂ]ement section of the desk aid.
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Assessment
Completing the assessment for a CAP client.
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Figure 1: Employment Plan-Enroliment Module/Enroliment Tab

Step-by-Step:

1. Click on & Employment Plan/Enroliment icon.

2. Access thdnrollment tab.

3. Under the sectioReferral System Programs check/click the field to the left of the CAP
Applicant or CAP Recipient referral.

4. Click the ® & | putton to enroll the client into the Cppkogram. The referral will

B Toolbox 2 {Test} - Assessment |Z||§”z|
File Edit Mavigation Options Ufility MO Utility Helk

VEERA BECKSB ) @

6. Click on # Assessmenicon.
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7. Based on the client’s answers to the ‘“TA ApplicAssessment’, complete all necessary tabs
within theAssessmentnodule. The tabs includemployment, Education, Support
System Financial Needs Legal, Screening Health/Treatment, andBasic Skills Tests

& Toolbox 2 (Test] - Assessment |Z|@®
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Figure 3. Assessment Module/Employment Tab

8. On theEmployment tab, you can access tiork History Alert screen by clicking on the
+ button.

BB Toolbox 2 (Test} - Assessment |Z|@®
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Figure4: Assessment Module/Education Tab
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9. On theEducation tab, you can access theen Parent in an Educational Activity Alert
screen by clicking on th&!  button.
10.0Once all relevant information is entered on thes tatihin theAssessmentnodule, click the

Lrsave | putton.

11.Click on the @ Pintcap ssssssment | pyytton to print the CAP assessmemnfo
12.The client is required to sign the printed CAP asseent form.
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Case Management Search

Viewing a list of active CAP clients by counselor.

Toolbox 2 (Production} - Case Management Search |Z|E|E|
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Figure 1. Case Management Search Module/Case Management Search Screen

Step-by-Step:

1.

No

Click on the ® Case Management Searclton to access thease Management Search
screen.

2. TheGeneraltab will display.
3.
4. The fieldCounselormust display your name. [If you prefer to seargldifferent criteria

The fieldCM Status must display ‘Active’.

such asl'eam, Office, Region or County, you do not need to selecCaunselor]
The field to the right oEnrollment Type must display ‘Actual’.

Click the &z s=sren  button.
Additional fields on thé&eneralandAdditional tabs can be completed to refine the search.
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Case Management Search

Viewing a list of either CAP recipient or CAP apgalnt records.

Toolbox 2 (Production} - Case Management Search
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Figure 1. Case Management Search Module/Case Management Search Screen

Step-by-Step:

1.

Click on the ® Case Management Searclton to access thease Management Search
screen.

TheGeneraltab will display.

In theCM Status field, you have the option to view ‘Active’ or ‘&ctive’ records.

In theCounselorfield, double click or press the F2 button to asce list of counselor
names. Select the appropriate counselor.

In theEnrollment Type field, double click to access a list of progran@elect either ‘CAP
Applicant’ or ‘CAP Recipient’. If ‘CAP Recipients selected, use the tab key to forward to
the next field to make th@ategory screen pop-up. From ti@ategory screen, you must
select Mandatory, Sanctioned, or Voluntary.

In the field to the right oEnroliment Type, from the drop-down menu, selégttual,
Possible or Both.

* Actual indicates that the client is ‘enrolled’ in the CARbgram within the
Employment Plan/Enrollment module in Toolbox 2.0.

» Possibleindicates that the client has been referred fr&@D &nd is eligible to be
‘enrolled’ into the CAP program within the Employntd”lan/Enroliment module in
Toolbox 2.0.

* Both encompasses bo#tctual andPossibleclients.

Additional fields can be completed to refine tharsh. These additional fields include
Team, Office, Region, County, Service Date, Veterans Only, No Notes last 30 daydNo
Tasks last 30 daysNo Services __ daysandAll History .

Click the fassrh  button.
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Toolbox 2 (Production} - Case Management Search
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Figure2: Case Management Search Module/Case Management Search Screen

9. Click on theAdditional tab to limit the search further.
10.Complete the fields ohge, Two Parent, Teen Parent etc. as necessary. Two Parent and
Teen Parent fields only apply to CAP.
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Case Management Search

Sorting data within search results.

Toolbox 2 (Production} - Case Management Search
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Figure1l: Case Management Search Module/Sorting Menu

Step-by-Step:

1.

wn

o 0k

Click on the ® Case Management Searclton to access thease Management Search
screen.

TheGeneraltab will display.

After completing the needed search, right clickhia columnPrimary Counselor | Office |
Team | Title to sort data by Ascending, Descending, Multi-CatuBort, or Find.

The #s=eza | putton allows you to select all records witthia search.

The [ =ee==estai hutton allows you to de-select all recordsimithe search.

The wrmtrrrt generates a Case Management Customer Repoht iwbludes the client’s
name, address, phone number, date of last casedat¢eof next appointment, date of next
contact, date and type of service(s) client is kgalan, any possible and actual enroliment
the client that corresponds to the client, etc.

The |&rmtst | generates a Case Management Customer Lishwbittains the client's SSN,
name, App ID, DCN ID, Counselor Name, City, and iRhaumber.

The button allows you to import the case managarch data into an Excel
spreadsheet which include the fields Name, Counéelcation, City and Phone.
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Case Management Search

Reassigning a primary counselor from the Case Mamagt Search screen.

Eile Edit Mavig tilit:
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Figurel: Case Management Search Module/Options Menu/Reassigning Counselor Option

Step-by-Step:

1.

2.

Click on the ® Case Management Searclton to access thease Management Search
screen.

Access thé&eneraltab. NOTE: You must be logged into the same location aseherd
you are transferring.]

Click the [ ™=2=s=et4f pytton to deselect all records. If yare transferring an entire caseload,
skip this step.

For the record(s) you wish to reassign a primaynselor, check the field(s) to the left of the
client’s name.

From thel2EE Options menu, seledReassign Counselar A pop-up to select a counselor
will appear. 6

Counzelor: r

v Aszign Uncompleted Tasks, Future Tasks & ments
@ Azsign 3 Cancel

Figure 2: Counselor Screen

Double-click or press the F2 key in tBeunselorfield to access a list of counselors.
Once a counselor is selected, click on ¢ assion | button.
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Case Management Transfer Clerk

Only one staff person per locatican be assigned as tliga'se Management Transfer Clerk
However, a staff person can be listed as @ase Management Transfer Clerkfor more than
one location.

The ‘Case Management Transfer Clerk has the responsibility to send case transfer reésjtes
the appropriate ‘Case Transfer Clerk’; descriptipravided below. [The ‘Case Transfer Clerk
will receive all transfer tasks, regardless of whratgram the customer is tied to.] The ‘Case
Management Transfer Clerk’ may also serve as amyl of the ‘Case Transfer Clerks’. Also,
multiple staff may serve as the different type&zse Transfer Clerks’.

7

Different Types of Case Transfer Clerks:

» CaseTransfer: has the ability to transfer a case from one effa@another office.

» CaseTransfer Mailbox: has the ability to assign a case received fromhamnaiffice to a
counselor within the receiving office.

* Reassign Counsdlor: has the ability to assign a case from one counselanother
counselor within the same office location.

* Reassign Appointments/Tasks: has the ability to transfer appointments and tasks
another counselor within the same office locati¢fhis is necessary when a counselor is
out of the office for an extended period of timeeda vacation, illness, etc.)
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Case Transfer
Transferring a case to another office.

E Toolbox 2 (Production} - Seek
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Figurel: Find Seeker Module/Seeker Info Tab

Step-by-Step:

1. Click on the# Find Seekericon to access a client’s record.

2. Click on theSeeker Infotab.
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File Edit
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Figure 2: Options Menu/Case Transfer Option



3. Click on EZEE Options menu.
4. SelectCase Transfer A Case Transfer screen will pop-up.

=

}-50 Case Transfer

SSh: 5
| [TAYLOR, LASHANDRA,

* EC:| |4
Checklist:
[ Emp Flan Update [ Mote Summary
[ Fundling Updste [ Updated Address (if available)

Transfer Comments:

|*

@ Transfer | 3 Cancel

Figure 3: Case Transfer Screen

5. Double-click or press the F2 button while in € field for a list of possible locations.

6. With a location selected, check the applicablalfdisted unde€Checklist.
7. Add any necessary comments in Trransfer Commentsfield.

8. Click the £¥Tansfer | hytton to transfer the client’s record.
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Retrieving Case Transfer
Retrieving a case that was transferred to anottieeo
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Figurel: Find Seeker Module/Seeker Info Tab

Step-by-Step:

1. If the location of the client’s record is unknovuse the# Find Seekericon to access the
client’s record.

2. The Primary Counselor is identified on the top tighthe record.
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¥ [BULLIVAN, S4RA CHA AEL STEWART | SPRINGFIELD CARFFR CENTER | SPRINGFIE [SPRINGFIELD (417)522-6030
W [SUTTON, NETASHAE] [  |AEL STEWART | SPRINGF] ER CENTER | SPRINGFIE [SPRINGFIELD (620)715-7408
[ [TARTER, Tha LYigZ JBEL STEWART | SPRINZZAL R CENTER | SPRINGFIE [BILLINGS {@171353-9912.
[ [TAYLOR, LASHANDRA  MICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIEIOZARK | i
| [TAYLOR, SARRAHMM IMICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIE[SPRINGFIELD f171831-1388)
W [TAYLOR, VICKE & MICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIE [SPRINGFIELD l417)823-9330
I# [T4YLOR, VIVIAN JOY  |MICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIE [SPRINGFIELD (a17)680-0974 ~

Total Recarﬂs:i 217 humber Selected: 271 :
Destination:| Secker info Tob 5] iy selectan | =L peselectal | (O print Report] ([ Pt st | 5] Exesl |

Figure 2. Case Management Search Module/General Tab
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3. Click the & Case Management Searclton to access th@ase Management Search

screen.
4. TheGeneraltab will display.

5. Enter the Primary Counselor's name into @munselorfield. [Complete any other

applicable fields.]

6. Click the f=ms==reh  putton to access the Primary Counseloaseload.
7. From the returned search, find the client’s record.
8

. Use the fieldPrimary Counselor | Office | Team | Titleto determine the location of the

client’s record.
9. Close the client’s record and access3p&ashscreen.

3 10

Change User Title

@ Save
& Brint ...

L

BN ExitAll

Record: 1/1

10. Click on theEH File menu.
11. SelectChange User Title A Change Agent Hat screen will pop-up.

%8 Change Agent Hat

A

Qffice: | ana o
Liser Title:| 57,4 TE CAP PROGRAM CODRDIN...

13

Figure: Change Agent Hat Screen

12.Change th@®ffice field to match the Primary Counselor’s location.
13.Click the &z emanee | putton to change the office location.

File Edit MNavigatic 10 Utility Wi o
¥ ClearAl Ha HiIiVEagaevERBA BEHCIKSE

Figu 3 Spl Screen/File Menu/Change User Title Option

26



B Toolbox 2 (Test} - Sesker
File: Edit

kame and Address Information 'ﬂ-;l-ail'ing o

| [ravior 1530 5 TUSCANY CT |
Phone Numbers 1 |
Home:] Cell{(2257990-5544 | [ozaRK 1_‘ 555?21 5404 | r"i
Work:'! Cther: - ]
[ Bac Adshess [ Hameless Ettail: |LITTLEINDIANGRE@ACL COM
Personsl Informati Seeker Status b ey et Lindate:
% : : Status Laszt L date
Date of Birth: 094101979 In‘Schaol [ Disablec Emp Exchange active oo TRETE

,_q;ge;.; 30 | [ Searchahle - Individ;?l Caze Managiei’nem'm‘_" - Nex‘[ st ]’““"““"""‘ Time; ‘I—u
:GEDd?T'iﬁ_ W'S_hare e RAPGRESPENSE ) por var Beg Dt: 1|nac1we | Mexd Task: H1n &3]
Citizeri| [ Migrartwiarker [ Deceased Joh Contsicts: 1————| e

i . A;’———-— e 1—-— & o7 . Actual Enrolimerts Pozzible Enrolimerts
k i: Feg - ! | App 3122782667 | {cap RecipientMandatory

erar = :
et Status: iN Mone Transition; S L looszacee0s -I
i Recertly Separated Served From| Served To | I

T Served n campal R o — :
| e_,rate L ampalgn ‘] Date Type of Service 1 Employment Counselor

[ Print on Summary (Resume)

! o : 114809} Assessment IR HUHMARN
I Service Ended ko Disahblility: | 1

i : ! = {091 0malintial nterviews IMICHAEL STEVUART

[ spouse of Deployed 'Gi.lard.l’Res‘er\re-or—spouse ‘deployment ended w/the past yr
[T i e it {0911 009 |s.esessment IMICHAEL STEWART
Elr;anch:i >, [ Status Werified ] ] - ] -

Saurce: |Defautt Counselor I it ey - - = -
ji = ‘Wieh Info B Save 3 Cancel
[ Restricted : __@ &7 | |

[~ sSecondary Coursslor

S

Figure4: Find %ker Module/Seeker Info Tab

14.Click the # Find Seekericon to access the client’s record.
15. Access thé&eeker Infotab.

B Toolbox 2 {Test} - Seeke
File: Edit

.3 {‘E’} ﬁ & @ m Create Appmntment
I5§ Create Task Alt+T
| (% tiotes Al
' |3 Creste Refettal AteR | -
Mame and Address It wnii—
r‘f Create Scratch Pad AP | |Stree{ LR

-~ Phone Mumber = % Correspondence Alt+iz |
Home:| | Semice Referral Alt+L [uc 657218438 | | B
it c ;
B | 8endInfo Card | Homeless Em_ail:1L|TTLE|ND|ANQR@A0L.COM

| 5% Counselor Information Seeker Status

Personal Infar

=

Dateof Bithi|09101  Seaker Senices Emp Exchange: m 03003 11r1 8."09;

,%;ge:-] 30 | Seekar Alers Case Managemert: iAc‘tl\-’e ez Appt: | Time: i
:Gapdgr'iﬁ_ ﬂ Seeker Placement LIl Ben Year Beg Ot 1Inadlve | Mext Task: 11 14809 i
Citizen: i i —]
?-——-‘ EIIE LD_C E-ltIDn : ) J?h ConeEs .l Actual Enraliments: Pozzible Enroliments
Aloprag e MO Progtam Specific M| AepIDi[3122782867 | [cap RecipientMandatory
Veieran I .
;. DCh: |
Ve Status: w Mone | Activateinactivate Seeker loos3usesny
I Recertly Separated Reset Emp Exchange Crries B =
E'|:Serxred in Campaign Activatelinactivate Case Mamt 1 Date Type of Service 1 Emplaymert Counselor =
(1o Printon Summary (R o400 Transfer 1118/09 8 ssessmert IMYRA HUHMANN e
[ Service Ended by Dis ’ {
|09 009 Intial Interview IMICHAEL STEWART
e {ngmooals nt [MCHAEL STEWART
szessme
Elranchi F ARG - - -

] I=

Eorm Manager ] ] et =
Source; iDefaunCounSé B @5 Vreling S | 3¢ Cancel |
rint Training Services eh Infa 5 Save A
[ Restricted | ) g
Print Trangcript
PrintResume

Print Scanahle Resume:




17.SelectCase Transfer Inbox/Outbox The Case Transfer Inbox/Outbox screen will appea

! 78 Case Transfer InhoxOuthox
INBOX. OUTBOX
| SEN | Customer Name | SEN | Customer hlame
I . - DAMNEL, ROBERT DEAND | 1 8 -
| | D i  [DaMEL, TAMMY LEGENE D
m | - | Jravio e -
Active Enroliments

Active Enroliments
[ —~ AP Recipient

: o :

Outhos: Date: [1118:09 By MR HUHMANA

Ik Da’[e:l By:l
Phome:

Phone:| EC:l Mailbox: Comments:

Mgilbox Comments: =
= -]
B2

Current Counselar: |MICHAEL STEWART
Currert Counselor:| F‘hone:ﬁ
Phone: | Ec:| Destination EC:[CENTRAL OFFICE
»E Aszs=ign 19 Fﬂt Retrieve | ﬂ: Reassign |
| i @ Clase

Figure 6. Case Transfer I nbox/Outbox Screen

18.1n theOutbox section, highlight the client you wish to retrieve
19. Click the B¢ Retiee | button to retrieve the client’s recordl.Retrieve Case screen will pop-

up.

v Reetriey

SSh: Custamer Mame:
| [TavLOR, LASHANDRA, —

# Retrieve and Assign Tc-:|MICH.-f-\EL STEWART 4| 20
| Commerts: < |
| 21 B
22 =
| @ Save | ’@ Close |
Figure 7. Retrieve Case Screen

20.In theRetrieve and Assign Tdfield will allow you to assign a Primary Counseldouble-

click for a list of counselors.
21. After a counselor is selected, add any necess&rgmiation into the&Commentsfield.

22.Click the &75== | putton. You will receive a confirmatiomessage.

Figure 8: Forms Message

23.Click the button. The client will be removed frahe Outbox field and placed in the

Inbox field.
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Reassigning a Case Transfer
Reassigning a case that was transferred to anofines.

E Toolbox 2 (Test} - Seeker

[ame and Adp!ress Information
| fravior
Phone humbers - 1

Mailing Address:

Street Address:

15930 5 TUSCANY CT

HDI'ne:I Celk|(225)990-8544 T
i sl | [ Bsd Address
Personal Infar - —
Date of Birthi| 09104973 | [#in Schoal [ Disabled
Age: i a0 | [ Searchable Incliviclusl
Gender]| F ¥ Share restme Rapid Response.
Citizen: r" I‘_“ Migrart Wiorker [ Deceased
alien Reg #:4 J Ler: |

e les721549e | |

|

I_Homel635;
- Seeker Status
Emp Exchange: |2 ctive |109n 03]

]

Case Managemert: (s ctive

Ema LITTLEINDIANQI?;@Q_C)L.COM

= =
e 3|
Mext &ppt:| I -Iimegi_ J

| Beni -Ir‘féar..B'eg IinIInadive I|

_| et T'qsk:hmsmg!
g 5 |
Joh Contacts:| | Actusl Errolimerts

hAG
Paozsible Enrolliments

AP 013122782667 _| 2P RecipiertiManaatary

“Weteran

Served From

| et Status: IN Mone Transition: I—J

Served To I [

| " Recently Separated
[ Served in Campaign

I_ Print on Summaty (Resume)

I~ Service Ended! lay Disality

——.

II_SpouseoT"‘ loyred G

| Elranc:_h.I -

rie oF Spou

[~ Status Werified

‘deployment ended withe past yr

Source: il;)_efault Counzelor

[ Restricted

| I Partial Seeker
[ Secondary Counselar

 Services |
Diate

DEN- 0063496509 |

provided

Type of Service

1 EmpJoymerd-‘Counsge_lor'

Hinanalsssessment

IR HUHMANN

0901 0009 intial Interyview

MICHAEL STEWART

09/1 0109 | Azzessment

MICHAEL STEWART

@ Wik Info

l b4 C'an_E:eI |

Figurel: Find Seeker Module/Seeker Info Tab

Step-by-Step:

1. If the location of the client’s record is unknowrse the# Find Seekericon to access the

client’s record.

2. The Primary Counselor is identified on the top tighthe record.

9 Lpm

3

ALFUMIVARSVEREE BIECKSE

General KT,
5 M Status:| Active 'I Enrallment-T.ypa:I IAduaI v|
Counselor: MICHAEL STEWART i 4 iCer
oun : .orI Pri.. & Service:| W
Team: -] Referral Service:| [ Mo Notes last 30 days
Office: | Dte:| | [~ Mo Tasks last 30 days
R_:e'g_i_olj: v] i . 0 [ Mo .S:E_EW_CE_'S: ISD days
County:| =| Pending Soft Exit in 30 Days I all Histary 6

[SNEED, CECILIATD —

Primary Counselor | Office | Team I Title:

MICHAEL STEW'ART | SPRINGFIELD CAREER CENTER | SPRINGFIE FAIR GROVE

la17)880-4131

[ ISOUTHARD, S&RAH

JMICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIE!SPRINGFIELD

It 7y886-6627 |

" iSTOCKTON, CASEY DIANE%MICHAEI_ STEVWART | SPRINGFIELD CAREER CENTER | SPRINGFIEIOZARK

|SULLI AN, SaRA,

ICHAEL STEWWART | SPRINGF

ER: CEMTER: | SPRINGFIE;SPRINGFIELD

(417)522-6030)

=ISUTTONI METASHA

7 ICHAEL STEWWART | SPRINGF

8

ER CEMTER: | SPRINGFIE!SPRINGFIELD

(F20)719-7406

(TARTER, TINA LY

g )

ICHAEL STEWART | SPRINGFIL

ER CEMTER | SPRINGFIE [EILLINGS

1(417)353-9912,

[TAYLOR, LASHANDRA

MICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIE{OZ ARK

| i

[TAYLOR, SARRAH

b b

AMICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRIMGFIE|SPRIMGFIELD

It 798311385

'iTAYLORA WICKIE A

_iMICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIEISPRINGFIELD

(4171823-9330,

I [TAYLOR, Vivian JOY

iy Select Al

aMICHAEL STEWART | SPRINGFIELD CAREER CENTER | SPRINGFIEI_SPRINGFIELD

Total Reearﬂs:I 217 Mumber Selected: 217

Destination:] Seeker Info Tab 'I

L Deselect all | (3 Print Rep

I(417)689-9974 | »

Excel |

ort'l;@% print List | 5]

Figure2: Case Management Search Module/General Tab
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Click the @ Case Management Searclton to access th@ase Management Search
screen.

The Generaltab will display.

Enter the Primary Counselor’'s name into @munselorfield. [Complete any other
applicable fields.]

Click the f=s==reh  putton to access the Primary Counseloaseload.

From the returned search, find the client’s record.

Use the fieldPrimary Counselor | Office | Team | Titleto determine the location of the
client’s record.

Close the client’s record and access3ptashscreen.

3 Toolbox 2 (Test}
File  Edit Mavigation Utilite MO Utility  Window

ot FOREVRABSVSHBMRANEBRECKSP « »m

Change User Title
Save

@ Brint ...

L Exit

B Exital

Figu3: Spl Screen/FiIeu/Change User Title Option

10. Click on theEH File menu
11. SelectChange User Title A Change Agent Hat screen will pop-up.

% Change Agent Hat

Office: | AN A 1A vl
User THle:| STATE CAP PROGRAM COORDIN... |

13 @? Change |

Figure4: Change Agent Hat Screen

12.Change th@®ffice field to match the Primary Counselor’s location.
13.Click the &= | putton to change the office location.
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B 1o0lbox 2 {Test} - Seeker

Mame and Address lnfor'maﬁon' = -

Msiling Address:

'ﬁreﬂ'ﬁﬂdféss:

Citizen: r‘
Allen Reg # A ol

?l_RecentIy Separated Served From| Served

I Served in Campaign

[ print on Suttitmary (Resume)
[ Service Ended by Disahliity

Branch: -

Source: il?efault Counselor B Partial Seeker

[~ Restricted

T_“ Migrart Worker [ Deceased

Lee:l |
“eteran Ir
/et Status: N - None TransmonS

To |

[ Spouse of Deployed 'GUardIReéeme-or.spouse'deployrn'ent ended w/the past yr
[ Status Verified

[ Secondary Counselor

[ fravior 1530 S TUSCANY CT |
Phone Numbers |
Home:| Celtl228)830-8544 | 1o e o577 pasa | | B
ki Cither:
iork | i | [BadAddress [ Homeless Em_au:1L|TTLE|ND|ANQR@A0L.COM
Personal Infarmsti _ Seeker Status 1 Lazt L date
Date of E“-“h"iﬂgm 01978 | I inSehool L e Emp Exchange: ]Actwe i nan DID [1115m9
.é;ge:-] 30| [ Searchable Individu?l Case Management: | active Mest &ppt; Tlme«i
:GendevEF [ Share restme Rapid Response.

Ul B ear Eeg Ot: 1Inadwe Nex‘t Task; 11 11 3;09 T
oo Cortacts| | Actusl Ervalments

App I0:[3122782667 _ | [cp Reecipiertandatary
o

Pozzible Enrollments

e i -

Date Type of Service 1 Employment Counselor =
1101809 sesessment IR, HUHMAMN =
1091 0/09 intial Interview IMCHAEL STEWART I —‘
{neromalassessment IMICHAEL STEWART 1L
| | | [l

@5 Wigh Info £ Save | 3 Cancel |

Figure5: Find Seeker Module/Seeker Info Tab

14.Click the # Find Seekericon to access the client’s record.

15. Access th&eeker Infotab.

B Toolbox 2 {Test} - Seeke
File: Edit

> {\E’} ﬁ T @ m Create Appmntment

) I8 Create Task

| ﬁ%} Seeker| <\/Nmes

Mame and Address It }’Q Cteate Refertal
r‘i‘ ‘Create Seratch Pad

-~ Phone Mumber = % Correspondence
HDmBij Service Referral
otk | Send Info Card
Personal Infar | ﬁ-CUunselurlnfurmatiDn
Date of Birth: {0910/ Seeker Senices
,{};ge:-lS_D__-; Seeker Alers
Gerder| F ¥ Seeker Placemant
Citizen: r‘
Alien Feg &4 1_—_‘_‘

File Locatian
MO Program Specific

Strest Address:

T |
v 57216450 | |
|—H0meless iEILITTLEMDIANGRE@AOL COM
SHASEREE e e Last Lndate:
Emp Exchange: [active .ig@qp{q | f1nsma

Case Management: |4 ctive Mext Appt: Tlmei
Ll Ben Year | Bieg Ot: 1Inadlve | Mext Task: 11 11 3,’09 o

i |
Joh Contacts: . Actual Enroliments Pozzikle Erroliments

4pp ID:{3122782867 | [cp RecipiertMandatary

- Veieran I

et Statusriwg_
[ Recertly Separated
[~ Served in Campaign
[ Print o Sumimary (R
[ Service Endert by Di¢
]_ Spouse of Deployed G

Branchi: F Red Flag
Eorm Manager
Source; iDefault Counse

T— Print Training Services
{=i= (gl

2 | Print Transcript
PrintResume

Activatelinactivate Seeker
Reset Emp Exchange
Activatelnactivate Case Momt
‘Case Transfat

Print Scanahle Resume:

DM n0E3406603 |

Servias B :
Date Type of Service 1

Employment Counzelor

H1n800l8ssessment IMYR A HUHM&NN !

|na0malintial Interview IMCHAEL STEWART | —‘

1091 0/09 |8 ssessment MICHAEL STEWART

L | L 15
@{ ‘Weh Infa _ Save | 3 Cancel

Figure 6. Options Menu/Case Transfer | nbox-Outbox Option

16. Click on theEZEiE Options menu
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17.SelectCase Transfer Inbox/Outbox The Case Transfer Inbox/Outbox screen will appea

*;5 Case Transfer InboxOutbox
IHBOX OUTBOX
| S50 | Custamer Mame | S50 | Clstamer b
I - _|panEL RoBERTOEAND | 18 -
| { D [DAMIEL, TAMMY LEGENE D
| { - | JTaxL0R, LASHANDRA, =

Active Enrolliments Active Enroliments
| ) AP Recipient

: il :

Outhoxz Date:[11/18/09) By:[MyRA HUHMANN

Infoe Date:| Ei\,-':| Phone:ﬂ —_—

Phone:| EC:| Mailbox Commments:

hailbox Comments: =
= |
3

Current CoLnselor: |MICHAEL STEWART
Current Counselor:| Phone: 19
Phane: | EC:| Destination EC:|CEMTRAL OFFICE
+E Aszsign Ee Retrieve | 2 Reassignl’ |

8 Cloze

Figure 7. Case Transfer I nbox/Outbox Screen

18.1n theOutbox section, highlight the client you wish to retrieve
19. Click the 5 resssn | putton to reassign the client’s recoAlReassign Case screen will pop-
up.

S5h: Customer Mame:

l [TAYLOR, LASHANDRA

20 ; T Oofice: |

Commerts:

—/

21

| ®

-

22 (3? Save | B Cloze |

Figure 8: Reassign Case Screen

20.TheTo Office field will allow you to select a different locatido transfer the case to.
Double-click for a list of locations.
21.After a location is selected, add any necessapramétion into th&Commentsfield.

22.Click the £752= | putton. You will receive a confirmatiomessage.

AREER CEMTER

Figure9: FormsMessage
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Active Enroliments

+[E Assign

Inbox Daie:| By:|
F‘hc-ne:| EC:|
hlilboo: Comments;
=
-]
Current Counselor:|
Phc-ne:| EC:|

OUTBOX

| SEh | Customer Mame

~ [DAMEL, ROBERT DEAN D

[DAMEL, TAMMY LEGENE

Active Enraliments

[c.4P Recipient

Outhox Date:[11418/09) By [MYRA HUHMANN

Phone: \
ailknoe: Comments:

A ]r

Current Counselor: |MICHAEL STEMWART

Phane:
24 Drestination EC: |SIKESTON CAREER CEMTER

Ee Retrieve |:|= Reassign |

’8 Cloze

24. TheDestination EC field will reflect the new location the case hagb transferred to.

Figure 10: Case Transfer Inbox/Outbox Screen
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Reassigning a Task
Reassigning a task to another counselor.

Recard: 111

Step-by-Step:
1. Click on the € Daily Scheduleicon.

EA Toolbox 2 (Test} - Schedule

File: Edit Na Options. Uil MO

PORNBALOHETAR
duler

Daily Schedule

<] <] Today| »| | Friday December 11, 2000

Figurel: Daily Schedule Module

YR HUHMANN Ui

800 -

S Y S FEE BSR4

HTasks [V New Tasks Only
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Fhone: ij

400 Comments:\TesT
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34 5 6 7
Q10 11 12 12 14 15 16
19 20 21 22

? | Help

[ Make At | (% Hotation

-

i

I
8

I o Ao Task | |

| ¢ cancal

| @.-“Sava

e .ﬁ.ppo'irdmeij{__| ﬁ DaTIySche-d| @ Wikl |

17 g 2 23
P i24:2528 27 28 2000
El |

] = Del Task |:




2. Double click on the task you want to transfer.

Created By:

' Rl HILHRA 2N

Task Faor: |MYRA HUHM AN

® Task Type: [Employment Plan Task

5 Euklic . privete

+ De=scription: |TEST!!!!

+ Prior'rtv:|§ *Tazk Date 121100 B | Goal Date:|1211ma
» Seeker S Mame: MICHAEL T T BIGGS |
Comments:
TEST =
|
[ Completed
:|= Reassign | = Dl Task | + Make Appt | ® Mate |

?  Tazk Help | @Save

3 cancel

| B Close

Figure 3. Tasks Screen

3. Click the' & | icon to open the client’s record.

Bl Toolhox 2 (Test} - Seeker

Mame and Address Information Weiing Address:

"S.'treet'Kt_idr'éss:

|1 [BIes 33 STEWEN LN

- Phaone Mumbers
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:bsnlder';' M [v* Share restme Rapid Response.
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wet Statusi| M - Mone Transmon:]

Served From| Served To | -
T Print on SLmmmary (Resume)

l_ Service Ended by Disabliity

]— Spouse of Deployed Guard/Rezerve -or spouze deployment ended wrthe past__yr

I Recertly Ssparated
T Servedin Campaion

Eir;anc_h!'i et [~ Status Yerified
Soiree: [LINDA, PAXTON | T partial Seeker
[ Restricted [ Secandary Counselor

|— Homeless

wceszarrast || |

[ 1

Secker Status

Emp Exchange: ]Actwe ]Dsn =t

Em imichaeﬂimothypi_gg_g@_yahoo.co_r_n_

Last Uptite
{siz7ing,

Caze Management:| s ctive

Ll Beri ear Beg Ut1lnactive |

L —
s e Actual Enrolinients

ppfirnmu 4

ask: 1211104

MG
Paoszikle Enroliments:

SppiDfi1239542 |
BChE: DD 526320 |
Parent

CAP Recipient|Mandatory

1 Data Typa of Service

1 Employment Counzelor

lnar24i0a}Job Referral

i

iCounseIor Wik

|0a24109|Jok Referral

iCounseIor_Wn_eb

109421108 |Job Reterral

_i(_:ounselor sk

l0s128/09 ok Reterral

B Wb nfo

f

| x Can:ei |

I i(_:ounselor V=)

. Save

Figure4: Find Seeker Module/Seeker Info Tab

4. On theSeeker Infotab, review thé\ctual andPossible Enrollmentsto determine the
appropriate staff person for assignment.
5. Click the ® button to close the client’s record aatlirn to theDaily Schedule
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B2 Toolbox 2 {Test} - Schedule =13

File: Edit
ﬂJiJ ‘Today/ ﬂ Tazks
~[MYRA HUHMANN . Show Types:| = m 6 Tasks [V New Tasks Only
T e Tpl hame [ Description Il
| B JMcHAE £
| El Il .
|| [ I %
M [ |
L L | -
L B B B B Bl
|| | Description: TESTW [ Completad
i Pricrityilg Date:fizi1m9 Gosl Dateifiznins Completed| |
pp0fiizoeses | acmeeTreces | P O
.C'Omm.EFdS:-lTEST i‘
- =
- B Make At | B Notation | o AddTask |
m 2 Help | (% save | > cancel | — peiTask ||
 Appoiimert | (3 Daly Sched. | Weekly |

Figure5: Scheduler Screen

6. Double click on the task you want to transfer.

HUH AR

Task For: b R4 HUHMARNN

* Task Type: [Ermployment Flan Task 5 Bukiic " Private

# Description: |TEST!!!!

oF'rior'rty:lEf *Tazk Date:|12r11mg B | Goal Date:|12r|1mg

» Seeker SSN:[ j Mame: [MICHAEL T T BIGGS |
Comments:
TEST
[ Comgl
;|= Reassign ] = De| Tazk ] + Make Appt ] ® Mate ]
? Task Help ] {3? Save 3 cancel ] B Cloze ]

Figure6: Tasks Screen

7. Click the £ resssien | putton.



¥ Reassign Tasks

Ls=ign to:

@Save I ’8 Close |

Figure7: Reassign Tasks Screen

8. Double click in theAssign to: field for a list of counselors.

Emplo

Agent_Mame_Last p

i GARDMNER, CHRISTINE CEMTRAL OFFICE
GARDMER, JOAMM CENTRAL OFFICE

Figure 7. Employees Screen

9. Select the counselor you wish to reassign thettask

LESR R GRICHRIS TINE GARDMER) 10
|(’3? Save V] 'B Close |
Figure9: Reassign Tasks Screen

10.Click the £ saw= button to reassign task, close screed raturn to th&cheduler.
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Toolbox 2 (Test} - Schedule =1E3
File: Edit

CHBAZOMEY

Description

":" gg | ' ] T R DA
PM 30 ‘Description: [TESTI I completed [y
Z_DD_ | et S e ¥ TR
P 30 Prl,arrr_tvfﬁ Date:fro/1ng Goal Eﬁat-?..h 21109 Completed | | .
an 0o | Sppii11239542 | [MICHAEL T TBIGGS | Phane ]
I W e = Lo A —
400 Comments:TesT A
P30 =
500 - =l : - -
= Make Appt | B potation Add Task
gISMTWTFS}SMTWTFS‘—J = I I+ |
1 2 3 4 5§ 2 ! E L S
6 7 & o (OEE1Z | 3 4 5 8 ?-é a 7 Help I @-'Sﬁm I 2 Caricel I = DelTask |
ppset) BEREIEE]
20021 22 23 24 1 | e —
| 37 3% 73300 F i g? 25 76 27 28 78 30 5 I"F-"P_Dlntl‘l'(epﬂ @@5’-5@?3@{{@?@5?% ]

Figure 10: Scheduler Screen

11.You can review the designated counselor’s schedulerify that task was reassigned.
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Case Notes
Entering/adding a case note.

B Toolbox 2 (Production} - Sesker

Uity M

PORBA SO MDY Q%¢$B ® @8

e

Seeker Info

Mame and Address Information:

'ﬂ';l'alllng Address: “Street Address;
|LasHanpRa, | [TAvLOR A B E AT |
Phone humbers |
¢ ;! ¥ =
Haome:| Cell:|228)990-8544 T o SEET | B
Work:" Othar:-i ) : y
[Bad Address [ Homeless EmaH'iLITTLEINDIANGR@AOL COM
Personal Inforjn@lgn__ Rachar: S‘tatus — =
% Last Lipdate
] ; ) : ate
Date of Birth:| 09/10/1573 = In_.Sc:_hool | D,ls_a.blled Emp Exchanie: m‘g‘“—‘ 9” 8| FJMDQ.QSIDQ
ngil 30 Searchable [ Ind|V|d;§I Cae Mamgemem:m_ Nest pet: r_u.m_‘._‘ Tlmeg—‘
:Gander'iﬁ_ W'S!ﬁare reS%Jme BRI Ul Ben Year Beg D’ti1lnadive | | Mext Task: ] | T
Citizen: Wigrart Worker [ Deceased ! - = - 2
a [ dab Cantcts:| Actual Errolinerts

1 m 1 —— = ; . Poszsilble Enrollments:
st o R Apn D31 22762667 | [ ap RecipientiMandatary

“eteran Ir T
et Status: i M - None Transition: 1:] DEN- 083496609

Served From| Served To

il | Recertly Separated

| - ] i Services Provided

:: SPTWEd RS '__l Date Type of Service 1 Employment Counselor -
= ;”"“ o E“L"";agb’_%?esm@ 1—-17|_ 091003 | ssessment IMICHAEL STEWART =
| Service Ended by Disablity = - :

[ spouse of Deployed BuardiResarve or SpousE deployment ended withe past yr ‘109'” U_."Ugill‘ll‘tlal ey iMICHAE-I-' SIERERT ‘—‘

Branch: i J [ Status Werified | ] - ] - I

Source Default Counzelor : =
1 |— Partial Seeker @ T £ Save |

| ¥ Cancel
[ Restricted

[ ] Secondary Counselor

Figure 1: Notes Module

Step-by-Step:

1. With a client’s record open, click on t1 Notesicon and theNotes for Seekerscreen will
pop-up.

Search Criteria

Mote Category:

| Clear 4 Aol
Counzelor:
| E‘E Search = Delete
Date: -

| Drate |Note Categary | Subject Counzelar |FIIW-LIp Ot

- ; - ;

[ 22309 Employment PiJS non-activity GARY MORRISON  |02/26/03

[ |n2r19/08|Progress Evall|Start of concilistion activity -- no JS logs rov GARY MORRISON 05209

[ 02603 |Employment PELIS Logs ot received GARY MORRISON |02/ 309

[ 0 120009 | Customer Cont1 st X applic FU GARY MORRISON  [02/060

[ |1 120009 |Employment Pi{Recipient follawup interview GARY MORRISON  [01/27/09

[ |01 /20009 |Employmert Pidiok search status GARY MORRISON  [01/27/09

[ |01 503 Progress Eval|Recip FollowUp sppt GARY MORRISON  [01/20009

[ |01/ 3majCustomer Contf15t 3 Recifp FU Appt Change GARY MORRISON |01 409

[ 010509 |Customer Cant|1t falliowgp GARY MORRISOM  |01/14/09
Lamont called thiz &m--he has spent last 30 days in Kertucky, & haz not accessed hiz mail until today . per disc wi sprvsr, he s back in ||
S, wk 1, and 2 wks logs are issued. he must turnin logs wkly, and will be placed in concilistion simutaneously so that progress can be
tracked. JS logs for 2024-306 due 34 & 37-3M 3, due 3M5.

=
<2y Select M | ~L Desslect Al (3 Print | 2 Close
Figure 2: Notesfor Seeker Screen
2. Click on the = A ' button and thereate Note for Seekerscreen will pop-up.
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o0k W

N

;}_3 Create Mote far Seekear -

*hote Category:

4 Date: 031503 * By MR HUHMANN V7
Subject:

#* Motes:

|»

9 ]
Follow-up Date: w p— |
?:7 [ Prirt on Save

L Figure3: Create Notefor Seeker Screen

In theNote Categoryfield, select a note type from the drop-down menu.

TheDate andBy fields will auto populate with current date andieselor.

Enter a subject into theubject field.

In theNotesfield, enter a case not&REMINDER: Do not include abbreviations,
information related to domestic violence or medtuatory, etc.

A date can be entered into thellow-up Datefield. Entering a date into this will place a
task on youDaily Schedule

8. Check thePrint on Savefield if you would like a copy of the case note fobe client’s file.

Click on thel{Z%  putton to save and close the screen.
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Case Notes

Deleting a case note. A case note can be delgtdtelrase manager who entered it up to

4:00pm the same day it was issued.

Toolbox 2 (Test} - Seeker
File: Edit

Mailing Address:

“Sireet Address:

| WMDENER

11013 E PORT AU PRINCE [

Phone Mumbers

Served From| Served To

[ Recently Separated e e

L |
| 7 : | =
Home:[i53m)306-4910 el | T = e | I
e Bl [ Bad&ddress | Homelsss Ermait]
Persanal |”f°rfﬂ§llﬂﬂ._. Seeker Status e
Tty 5 Statuz . Date Last Undate:
Date of Birth| 0652201974 ;I!'l_-Sc_hool i D,ls_a-blled 20 Exchange:m 1-0—?}-2—?—;03 ]_‘LDSIDBIDQ
ng:l 35 | v Searchable Indwld;a_al Cae Ma_nag’amerﬂ:_m_: Nest appt r_uM T :
: | i ¥ idl Re ! hr e ) {
Gender M r’is?‘are_fes_“me - RARRESRONSE |y Eon vesar Big Ot [ractive | | et Task: 120903 e
Citizen: Migrart Warker Deceased - f - - . 2
1_"1__— 2 o S | Actual Enrolimerts Possikle Erralments
Alien Reg #:4 | LER: o | AenDfiareizs |fcap
“eteran Ir = = - " )
et Status: iN Mone eEnaion. ]:] DI 0053234898 Recipiert|Sanctioned

[ Served in Campaian

Date. Type of Service

1 Employment Counselar

=1

I
El_ Prirt or Summary (Resume) |

[ Service Erided by Dizahliity

0752709 A=sesament

|0ar27m07 ok Reterral

|— Spouse of Deployed GuardiFeserve or Spause deployment ended w/ the past yr

LIz DUKE !
IMIS CONVERSION H

g 1

Branch: > [ Status Werified ]
Source; [Lisa DUKE | [ Partial Sesker : & weninto
[ | Restricted [ Secondary Counselor

Figure 1. Notes Module

Step-by-Step:

| & v
Save | ¥ Cancel |

1. With a client’s record open, click on 11 Notesicon and theNotes for Seekerscreen will

pop-up.

Search Critetia

Counselor |

ate:l—-l—

Z{ Clear

E" Search

+ Acled 3

= [elete

|Nl:|te Category |

Subject

Counzelor |FIIW-Up Ot

C [10/20/09 |Case Review |Sanction LIS DUKE |

[ 00709 | Case Review |[Concilistion LISA DUKE [0M 4109

[ |ngs2ama | Customer ContRemindsr LISA DUKE 100603

[ lo9s21 09| customer ContCancilistion LIS DUKE nar2ama

[ 090905 | Customer Cont|Concilistion LISA DUKE 09711109

[ logs31 09 |case Review |Concilistion LIS DUKE [n9/04/09

[ |o727m09 | Customer Cont{lmmediste Engagement LISA DUKE |

[ o4 ma Mote Only | |

[ [o2rzama mote only | |
| have entered 5 case note. =

-

iy Select Al | L Deselect Al 3 Print | {save | X cCancel | £ Close

Figure 2: Notesfor Seeker Screen
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2. Select the case note you want to delete.
3. Click on the = "= | putton to delete the case note.

Search Criteria

Note Category: [+ 5y Cear | Ao

Counzelor: |

Date:l— ) l— E‘. Search = [ielete

| Date |Nc|te Category | Subject Counselar |FIIW-Up Ot
[ }10720109 | case Review [Sanction LIS, DUKE |
[ [10/07m9 | Case Review |Conciliation LISA DUKE (10114109
[ |ogr26/09 | Customer Cont|Reminder LIS, DUKE [10memng
I o921 109 |Customer ContlConcilistion LIS4 DUKE 0828109
[ armer o .[:: on [ LIKE 'I:IEI.I'1 1/09
[ |05/31 109 |Case Review [Concilistion LIS, DUKE [nama03
[ 072709 |Customer Contlimmediate Engagement LIS.A DUKE |
[ o4/ 0 ote ol | |
[Hozrgma Mote Only | |
[ o2/29m5 Mate Only [TA, - Recipient - IEP |

Sending a free form to schedule the concilistion appointment on 9522 @ §:15AM at the Lincoln County MECAC office. =

4
-y Select &l | L Deselect Al| ¢ Print | & Close

Figure 3: Notesfor Seeker Screen

4. Close theNotes for Seekerscreen by clicking on th@ @es= |  button.
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Case Notes
Editing a case note. A case note can be editedebogase manager who entered it up to 4:00pm
the same day it was issued.

B Toolbox 2 (Test} - Seeker

File: Edit

4 b [Em

Mailing Address:

= B IEEES 1013 E PORT AL PRINCE |
Phone Numbers Ln |
{ B : | T
Heme:i(636)366-4510 | el MOSCOW MILLS fmc Bazsz 107z | |
k| S [ BeciAddress [ Homeless Emesil:
Perzonal Inforjnalj_gn__ Seeker S‘tatus
;  Date Last Update.
- .. u i ]_.qu s [—‘P—‘
Diate of Birth| 062201974 = I!'l_-Sc:hooI i D,Isla-bllac.! Emp Exchange: | 2ctive 072709 n&mEDal
g 35 | ¥ Searchable Ll |Ud|\"'d;‘?| Case Management: lAcilve Mext Sppt: Tn’rrei ]
- 4 ¥ U id Re 4 s ¥ 7
_Gaﬂder'—m_ [ S.hare.resyme SRk R M e Bea Dtfinactive || | Mext Taski{1 209/09] i
Citizen Migrart Worker | Deceased 1 | i : i
[ & 1 o CeriEls Actusal Erroliments Possible Enraliments

i = = . spplD: ]1 TaTB12s
“eteran Ir
Vet Status: im Hone nenston| =) || DSMeoosazasese

Served From| Served To R S "
& Services Provided —
_| Diate Type of Service 1 Employmert Couniselor

lcap
Fecipient|Sanctioned

il | Recently Separated
[ served in Campaian |
El— Print on Summary (Resume) |

| Service Endet by Dissllty 1—-17 — jD?Q?mBjAssessmem ]ILISA DUKE |

[ Epouse of Deployed Guard/Rezerve or Spouse deployment endad w/the past yr ]DQQ?ID?iJDb et 1“‘"8 SOWERSION:. &
Branch: hd [ Status Verified | T T =

Source; LIS DUKE [ c =

: - Partial Seeker I ek Info Saye | 3¢ Cancel |

[ | Restricted [ | Secondary Counselor

first hame

Figure 1. Notes Module

Step-by-Step: -
1. With a client’s record open, click on t? Notesicon and theNotes for Seekerscreen will
pop-up.

Search Criteria

NotsCabegory: [ ~] Fr Cear | Ao

Counzelor: |

ate:l— ) l— E‘ Search = [elete

|Note Category | Subject Counszelar |FIIW-Up Ot
| review | 2 HUHMARH
[ 111 /2309 Employment PielGroup Job search SUS&N CARTER |
[ 11,0608 |Customer Contlgroup job search BETH HAMILTGH |
[ 11,0619 |Customer Contfattempted phone cal SUSAMN CARTER |
[ [10s26ma Customer Contlappt BETH HAMILTON |
[ [1oszz2ms | Customer Contlpostoard EETH HAMILTQN |
[ 1071 4/m9 |Customer Contlappt BETH HAMILTON |
[ |10:1 4709 |Customer Contjconciliation EETH HAMILTCRN |
[ oo 5009 Customer Corntlappt EETH HAMILTCRN |
[ 091 4ma Customer Contlmessage lett TAMMY FORD |
=]
-

i Select Al | L Deselect 41| &3 Print | % save | 3¢ cancel | ) Ciose

Figure 2: Notesfor Seeker Screen
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2. Select the case note you want to edit.
3. Double click in the text portion of the case nate éheEditor screen will pop-up.

Mest -

Figure3: Editor Screen

4. Click on the button and &earch/Replacescreen will pop-up.

SearchiReplace H x
Search for:

Replace with: Mﬂ ] -

Figure4: Search/Replace Screen

5. Enter the appropriate text in t&earch for: field andReplace with: field.

6. Press th button and then either| Eerlace button button to

correct the text.

e ISR
EXAMPLE

Replace with: EXAMFLE

Figure5: Search/Replace Screen and Editor Screen

7. When finished, press tH  in the upper right cota@lose théSearch/Replacescreen.
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-

o T

Figure 6. Editor Screen

8. ThekEditor screen will now display the corrected text.
9. Press th button to close the screen.

*ea Notes for Seeker -

Search Criteria

Note Category: [ ~] F Clear + A

Counzelor: |

e ——— iy Searen = peete |
| Date |Nc|te Categorﬂ Subject Counselar |FIIW-Uth
1 2109.09) Case Review Jtes MyRSHUHMamM | IS
[ 1111 r23m09|Employment Pi/Graup Job search SUSAN CARTER |
[ |11 me0a|Customer Cortfgroup job search BETH HAMILTGH |
[ 11 memalcustomer Cort|sttempted phone cal SUSAN CARTER |
[ [10/26m8|Customer Cartlapet BETH HAMILTON |
[ [10rz2ma|Customer Cort|posteard EETH HAMILTQN |
T 101 4ma|customer Cortlappt BETH HAMILTON |
[ |10/ 409 Customer Contfconcilistion EETH HAMILTCRN |
[H|09M 59| Customer Cortfappt EETH HAMILTCRN |
[ |091 48| customer Cortlmessage lett T AWM FORD |
~
Ex AMPLE ﬁ 10 -
11 | |
=
-2 Select Al | L Desslsct A o3 Print | {7 Save | X cancel | ) ciose |

Figure 7: Notesfor Seeker Screen

10. TheNotes for Seekeiscreen will now display the corrected text.
11.Close theNotes for Seekeiscreen by clicking on th® ces= |  putton.
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Employment Plan

Printing the Employment Plan. [Information regaglthe ONet, Goal, Justification, and Service
fields can be found und&ervices]

B2 Toolbox 2 {Production} - Employment Plan |:|@|E|

File: Edit Options. Utility MO Uiility ¥ w: Help

& ‘B‘@ﬁ@ﬁl Ve es/SHME BEHCKSR )
3 : ! Employment Plan l | |
|—Show Closed Services | Show Closed Tasks  EO Notrc,e:i i} P]ani_
*5tart Date: [TRERS Closect| [ =
'QNE?Z‘]353031 0o lWarters and Wartresses - |
# Gl Restaurant waork or relsted fisld ";'
=
& Justification: £ perience in field lﬁ
Lil =
Objeci| | Start Daterl 119
Sia,r\?_lee:i I Hours;;_. _ — — A
FE[ |HowlyWege | | | 4 Service| [ Camments| {5 Verfiation|
. iz : e =
— 2 | - Training Weeks —
= Del Task FSD Months on TANF: 5 ]
S| AWERICWEP Comm Sery Remeclat
i l - . 4 m{ax After ?Q4m1 sIOCCUpatlorlali |
End Date: Cuteame: 2l 3 AV\IEPJIZWEP L‘:omrrrServi—-‘
Dol Ee M Befera?.@lm =3 Tcdal;_-ﬂ:
= Immediate Engagement and CAP Oriertation is completed. Sophis's goals areto [= ﬁq Core; ; S
3 alitain empioyment in restaurant vwark or related field, and ohtain her GED. Her | — ¥ Mor-Core]l 50
Behiechle |N¢ ) Privt Plan | o New Plan = DelPlan | {% Save | 3€ Cancel | $ Paymert | I DESE |

Start Date.ofthe Em [‘lll‘l' -mnnt plan

Flgurel Employment Plan- Enrollment Module/Employment Plan Tab

Step-by-Step:

1. Click on B Employment Plan/Enroliment icon.

2. Access th&amployment Plantab.

3. When all required information is entered, clicktha < ®itfen putton to print the
Employment Plan.

4. Review the Employment Plan with the client.

5. The client is required to sign the Employment Plan.
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Enrollment
Enrolling a client into CAP.

Toolbox 2 (Test} - Employment Plan
File- Edi ation Op g ility. MO

WD ERE | Referral System Programs RefCt | DOND  [TeeniTwa

- = [ [cap appicart 02/03/09 {001 1753555 f_ = g.' Search MG
= ! i (] i : -

= 1 O Il R

5 I‘ - (T [ 5T show Closed
= = Cther Potertial DWW Programs | .

fo— - e = Add
= [ = Delete
e Enral | Agreement:

|StartDt | EndDt | Teen Two Oltcome |
. &

: ':qush

[ Shav Closed

T Tl e
01 R

-

[ External Calnselar Two Parent @Sﬁva I K Cancel

SR i <050

Figure 1: Employment Plan-Enroliment Module/Enroliment Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.

Counselo

Figure2: Counselor Assignment Screen

2. If a counselor has not been assigned to the cieatord, &ounselor Assignmentscreen
will pop-up with the question ‘Do you want to besgged as the Primary Employment
Counselor for this seeker?’.

3. If you will be the primary counselor, clickes

4. If you will not be the primary counselor and yourtat want to assign another person as
primary counselor, click thein the top right corner of the screen. If youlwibt be the
primary counselor and you do want to assign angibeson as a counselor, clitlo to
assign a person as the primary counselor.
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Find

Counselars
HUHMARH, | =
ALBERTSOM, TRACI

ALLEM, GATHY

AMOS, MARYA

AMCELL, BRENDA

AMDERSON, REGINA

AMDRES, WYRHNA

o

Figure 3. Counselor Screen

5. If you click No, a list of possible counselors will appear.

Toolbox 2 (Test} - Employment Plan

Eile: Ed Qptions

Enralimert

 Elgible Ervolments
| DA Eligibilty | Referral System Programs | RetDt DN D [TeeniTwo
" & [ lcar spplicant 203103 {001 1753585 I = o Searchia
£ A oo
[ | | | == -
E 1] Tl { { | [ 3 [ Show Closed
= !i-.f Other Potertial AT Programs | .
verityDate| | L 8 =
r T = Dekete
vl V] Aoresment |

| Start Lt

E'End.td-[ Teen 'Tv\g_a__i Cutcome [
| | = 8 OO |
; npal
— &

=
(S .
[ | Bl = T show Ciosed
[ [ E i
l l [ |
| R q 9
¥ External Cotnselor Twa Parent ]@Savg_l/_ ]x Cancel

Figure4: Counselor Screen

Select theenrollment tab.
Under thesectionReferral System Programs check/click the field to the left of the CAP
Applicant or CAP Recipient referral.

8. Click the ¥ &mi | putton to enroll the client into the Cpkogram. The referral will

N o
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ESD Load Information Tab

The ‘FSD Load Information’ tab contains informatifsom the “FSD Daily File” so the case
manager can see the history of referrals incluthiegdate of referral, recipient contact
information, work status, parent type, FSD Eligtipecialist and phone number, and grant
information.

B Toolbox 2 (Test} - Seeker Histories

Eile: Edit Mavigation Options. Litiliy Sfindo: _--

ST O s 0 — = - —
torsy tes: | i 5. FaQload information l,_\;
Dien San Maitiz ]WORKMAN BRADY A
10051383984 | = Address] {1651 W CROSSLAND ST

|ons1383954 | ; Address2 |
082412005 10051333984 _ ity [DZARK
D51 3912005 |51 383984 i State: Mo Iip Bs72t | Zipd fr33s

Gender M

(8al] 1 03104985
Wiork Status. ZZ
Referral Date: (1002872005

Parent Type 1
Wiarker Mame [CATHERINE PLEIN
Worker Phone W

e N
Fegrantn
 Child Under & |
: Chidgare |
= Tanf Marths |
File Source [0

Figure1l: Seeker History Module/FSD Load I nformation Tab

Step-by-Step:

1. Click on the M Seeker Historyicon.

2. Click on theFSD Load Information tab.

3. TheWork Status field indicates whether a client is an Applicaff(, Mandatory DD),
Sanctioned%9), Voluntary WW), or if the client’s case is Closed4).

4. TheReferral Date is the date new information was electronicallyt$esm FSD to DWD in
the overnight batch.

5. Parent Type determines if the client is a Single Parent hoakefl) or a Two Parent
householdZ). If al shows in this field for a Two Parent households ofthe parents met
an exclusion at FSD prior to being referred to DWD.

6. ThelLoaded Dtis the date the information was loaded into TorlB®. Unless there is a
problem loading the file, this date should be thsibess day following thReferral Date.
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ESD TANF Participation Tab

The ‘FSD TANF Participation’ tab displays the fealawvork participation rate data sent to the
Department of Health and Human Services (HHS).s Tiformation is used to: determine the
core and non-core hours, AWEP/CWEP maximum howmg Gommunity Service maximum
hours displayed on the ‘Employment Plan’ tab; i#ehe work participation rate status for the
month; and display time-limited information activihformation.

This screen is populated from the TANF Data Repgr(TDR) file which is loaded monthly. If
the screen is blank, the TDR has not yet been thadais will cause the Core and Non-Core
hours, as well as the AWEP/CWEP-Community Servaar, to calculate incorrectly on the
Employment Plan.

1

PORBAULCFONEIVARSVEIREA BECKSP )@
- 2

SeskerServices  ChangeHistory  Notes  Pay 4 BT fomatof — pn| O | FSD TANF participstion T
3 Repor‘tDtI ssM ) Region:  |Southeast 7 8 Work Status (DD 5
Im “|oo3s017414 Chid Care N Child Under & o3m s ant: [0

= I Grart Fs Grart {B58
I I — Im al = eral
| I— 6 Activity Hours | Exc Absences Holiday Total 10
| I Unsub Emgloyment: o Nia HiA o
Sub Employment. - Private: o HA WA (o]
[ | | I
{— | [ I__SUb Emplaymiert - Public; 10 Hra HiA 0
— Il— 11 r AMERICYWER: lo o o 0
i o the Job Training (oUTS: 0 HiA NiA 0
1 I— Ii ok SearchrlobResdiness: 0 |D 10 10
I— I ] Commurnity Setvice: 0 o I b
]| ]| I oo Education: o 0 ] o
,— oh Skills Training: 0 0 o b
Edl related to Employment: 0 (] o iID
| (| (— i
| 1 | Sehool fi D ] ]
[ e — | o Hia HiA o
[ 1 = = Work Participation Rate Status: |
1 2 Time-Limited Activity Tools:
Job Search Hi f ] Excuszed Abzence Number of Yoo
Porevigﬁrsc% huo'rglr'?hsnr | U A | Haurs for Year, | D/ Edl Months Used: | 01/

13 14 15

Figurel: Seeker History Module/FSD TANF Participation Tab

Step-by-Step:

7. Click on the 8 Seeker Historyicon.

8. Click on theFSD TANF Participation tab.

9. TheReport Dt field indicates the date the of the latest fedenalk participation rate data.
The report date is always from the month beforer example, if it reflects a date of 10/1/09,
that information is for the September 2009 federahth. Therefore, when calculating time-
limited activities, remember to include the mosteret month that will not be displayed. [As
a reminder, it takes approximately 45 days fromethe of the month to load the data due to
actual hours reporting. For example, the Septer2®@® will load by November 15, 2009.]

10. TheRegionfield indicates which region the client was repdrtinder for the federal work
participation rate.

11. TheWork Status field indicates what work status (AA, DD, SS, o)/the client was
reported under for the federal work participatiater

12. TheChild Care field indicates whether or not the household neeefederally funded
childcare (for a child included in the recipientTA grant) from the Family Support Division
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(FSD). This field is used to calculate the corarsdor two-parent households on the
‘Employment Plan’ tab. Two-parent households witthild under 6 who do not receive
federally funded child care are required to congless core hours than those who receive
federally funded child care.

13. TheChild Under 6 field indicates whether or not the household helilad under 6 (that is
included in the recipient’s TA grant). This infaaiion is used to calculate the core hours for
single and two-parent households on the ‘Employrdant’ tab. Single-parent households
with a child under age 6 are not required to coteph®n-core hours while households with a
child 6 and over are required to complete non-bong's. Two-parent households with a
child under 6 who do not receive federally fundaddccare are required to complete less
core hours than those who receive federally furaheld care.

14.ThelM Grant field indicates the amount of the recipient’s hehudd TA grant.

15.TheFS Grant field indicates the amount of the recipient’s hehsld Food Stamp grant.

16.TheCS Amt field indicates the amount of child support, ifyathat was withheld by FSD
due to the client receiving TA.

17.The number included under thiurs, Exc (Excused) Absencedioliday, andTotal
indicates the number of activity hours reportethiwork participation rate data file for
eachActivity .

18. TheWork Participation Rate Status indicates if the federal work participation ratasamet
or if the client was in any other activity for theonth including ‘Assessment’, ‘Temporary
Waiver’, or ‘Conciliation’.

19.TheJob Search Hours for Previous 12 Monthsndicates the number of job search/ job
readiness hours the recipient has used for theque\l2 months. The maximum hours is
240 hours for recipients with a 20 hour federauregment and 360 hours for recipients with
a 30 hour federal requirement and greater.

20.TheExcused Absence Hours for Yeamdicates the number of excused hours the cliagt h
used for the year. Recipients are allowed up texidised absence hours per month and 80
excused absence hours within the previous 12-muetibd.

21.TheNumber of Voc Ed Months Usedndicates the number of ‘Vocational Education and
Training’ activity months used. Recipients ar@akd up to 12 months lifetime in
‘Vocational Education and Training'.

NOTE: ‘Job Search/Job Readiness’ activity hours, ‘Viocetl Education and Training’
months, and excused absence hours are only comitibedrecipient meets full participation for
the month. If full participation is not met, thesgivity hours are reported in an “Other”
category.

51



AWEP/CWEP, Community Service, and Core/Non-Core Hots Calculated

Data from the FSD TANF Participation tab is usedatculate the AWEP/CWEP and
Community Service Program hours as well as the Chian-Core hours on the Employment
Plan module.

B Toolbox 2 (Production} - Employment Plan

File: Edit

[ Show Closed Services | Show Closed Taske  EO Natiee:

_—

|| Chewes

Start Diate: | Eagar

P]a'h:{j_ -Dfﬁ-__ ‘ ’

Closed:| . ]

S Chlet:{31909200 IMedlical Assistarts

* GoallDanna is =zeeking to obtain employvment a= & Medical Aszistant; she is alzo [
1interes{ed in obtaining Medical Azsistant cedificate st Metro Business

i
|-
oy

& Justification:
LMl

To be able to provide a stable environment for her farmily.

bjective: Employment-Related Education

Start Date:|oai29/03|

SENiCE{CAP Occupationalocationsl Educa Hours:| 40

FEIN:{ | Hourly ¥age: 1 | Actusl Start Dme;’{ggggmg;’

End Date: bu‘bzome:{

—n

Chiective: |

Start Datecl11/19/03]

Service: |

Howes L

Start Date of the Employment plan
Record: 171 |

< Add Task

= Del Task

= Del Service

&= s'jchedule| @Prirﬂ Pjan| + Mew Plan == DelPlan {5 save. | 3 Cancel |

| AWWERICAWEP Comm Sery —
| Mz Atter 724 1661 Dccupstional
- AERICYWER Comim _Ser.\u']—--—
Wfe: Biefore Ti24/09: 17 ) 4 o
.Core:! 20} !

b

| FSDMorthson TR 2| j‘ 3

FEX
BHEKSE 4 »

ZFEmployment-Relsted Education
LCAP Cocupationalocstional Education ™

I )

4 Acd Service| ) Comments) B verificatian]

Tr: pks

5 Nan-ﬁ:ore:! 0

Payment | ) DESE |

Click on & Employment Plan/Enroliment icon.
Click onEmployment Plan/Enroliment tab.

Maximum AWEP/CWEP and Community Service hours aftéd/09 for the month will

display.

Figure 1: Employment Plan-Enrollment Module/Employment Plan Tab

Maximum AWEP/CWEP and Community Service hours keft/24/09 for the month will

display.

The required core and non-core hours display. seleate these hours are the federally
required hours not to sanction. To pay TRE, are@sed amount of core hours for single-
parent households is required. These hours arthadtours that should be communicated to

the TA recipient.
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Generic O*Net Code

The generic O*Net code of 10-0000.00 is onyed when an enrolled CAP Recipient has not
completed an Employment Plan and/or the O*Net ¢ed@t entered on conversion records.

Below are examples of when to use this code:

When a two-parent household is referred to CARnfonediate Engagement and only
one parent compliesEnter the conciliation service as soon as youe fieetermined that
Parent #2 has not come in to participate. If there record of Parent #2 in the Missouri
Career Source system, Toolbox 2.0 will prompt ymeriter an O’'NET code on the
Employment Plan. It is then appropriate to ertter“tdefault” O'NET.

If the record is a conversion record from Toolbo® 4nd meets the criteria abovéhe
“default” O’NET code should already be entered loe Employment Plan. If not, it is
appropriate to use this code.

In the Goal andJustificationboxes (which are required fields) on the Employnian, simply
enter “conciliation” in both boxes; (replace therdrtéConverted’ with ‘conciliation’ for
conversion records). This will be a reminder taoever is working with that individual of the
Recipient’s current status. When the customer samé& comply, you will know to change the
information in the boxes, as it no longer applies.

Entering the generic O*Net code (in situation dexad above).

[ Shows Closed Services . | Showe Closed Tasks  EC Motice: P]an 1.._ of 1..._._ { )
*5tart Date:102;2?m3 Closed:j ] | =
8Ot (10000000 4 onet |
# Goalilconcilistion 4 ]
it |
# Justification:|~on cilistion 5 )|
LM | =]
Obiective |45 sessment St 9?@.9.54—
Service:|cap Conciliation HourS:i =
: z kL b T
FEN:r—- Hourly Yage: 1—: £ | + Add Serv_lce| Cammerdsl = Verlﬁcah0n|
: = : d Addd Tazk
Task 1: ]—F Training Weeks
! = Del Task | F3D Manths on TANF:] FEmiaHiat ]—
]_ - AWEPICNER Comim Set,
) | Mas Atter 7i2gma 127 | Occupstionsl: i
End Date:| Ouhcome:i — - BWERICYWER Comm SerV]—ET
i | Max Before 7r2ama; ! TD{EH—D:
Comments: iy a, Twa Parents housshold, 20 hours recuierd. = ! .Core:] 30} - :
8 |- Non-.Core:] o
i s'jchedule| (o Print Plan | o New Plan — Dl Plan (% Save. Incel | & Pavment | & DESE |

_Fr-lllrli 11

Explanation of the employment plan goal (FF)

Figure 1. Employment Plan-Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab.
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© No O h~Ww

Enter ‘20000000’ into th®Net field.

In the fieldGoal, enter ‘Conciliation’.

In the fieldJustification, enter ‘Conciliation’.

In theObjective/Servicefields, select ‘Assessment’ and ‘CAP Conciliation’
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Immediate Engagement
Once a TA Applicant has completed an assessmergrantied in CAP, FSD needs to be
notified that the Recipient has complied with Immna¢el Engagement.

B Toolbox 2 (Test} - Employment Plan
File: Edit MNavigation Options. LHility. h

] Appropristensss

cap |

It applicakle; describe how Loe iz & barrier to employvment and training - Dcoupations] Goals

Client states that this is not a barrier at this time. ’: * Shart Term; .
= (Ohtain part time employment in retail 4 |4
o =
7 2 r 0 3 ) - 5 =
It applicable, describe how Appearance iz a harrier to emphyment and training 5 —
Clisnt states that this is not & barrier &t this time [ LR e, S— S
= Chtain part time employment in retail. 5 11
= 1=
= =
If applicable, describe how Attitude i= 2 barrier to emplyment and training o -
Cliert states that this is not & barrier at this time. [N el S
= Shaort Term: —_—
[=] | |Atain H3D 6 =
Deacrlbe What the paHicipant's strendths are W)
sitjve = [l * Long Term:
l=2 Attend community college |
(= 7 =
-
Tramlng Services must -
Completed Date: e arlded o plan by | Recaord ﬁ of ]_m| _J 7] o fdd | Save K Cancel I

F'I-'I ||r|i 'I']

Figure 1: Employment Plan Enrollment Module/Approprlateneﬁs Tab/CAP Sub-Tab

Step by-Step:

Click on [ Employment Plan/Enrollment icon.
Click on theAppropriatenesstab.

Click on theCAP sub-tab.

Complete théccupational Goals: Short Term
Complete théccupational Goals: Long Term
CompleteEducational Goals: Short Term
CompleteEducational Goals: Long Term

Click on the £&Z%== | button. This will send a ‘CompliedtiWimmediate Engagement’
alert to FSD. [Confirm the alert was sent by rewrg theSeeker Servicgab found within
the Seeker History # module.]

© NouokrwdbE
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Toolbox 2 (Production} - Employment Plan
File: Edit 8] ili LI

. Emplayment Plan |
[ Show Closed Services: | Shove Closed Tasks  EO hati Al

114

d

T B
o | -
8 Ondetii35303100 hngsiters and Waitresses | H
# Goal [Restaurant work or relsted field [
=
tJus’t‘ifrcatLon Experience in field E
LM =
Ohjective: | Start Date:f117 /09
serve | | s ,
FER: | Hourly iéage: | | 172 - - o
S e F sdTask || o addServie| [ Commerts| B Verifcation]
= DelTask | Training Weeks
FSD Months on TANF:| 5 remediat] |
End Dt Outcome: | AUNEP) e L |
o St 7oamal 40 | Occupstianst| |
o = AWEPICWER Cofnm Set i
COmMENts: immediste Engagement and CAP Orientation is completed oals are to iﬁ Max&'é'faﬁ&?.@__ﬁl.d}@: | =0 l:!—.;\
employment in restaurant weork or related figld, an 10 ZEC. Her EI _Cgra_;! 300 - e
1 1 ction step is to conduct Job Search. & Job Search ento her, CJ B 5 s
— Nar-'r—-.Cora_;! 50

= Shhadme._] @_Pﬁntﬁl'a‘n]:l-‘l\&e_wﬁa_nf = [ial Flan |:E_évey ] 3 Cancel ]

$ Payment |@'_E§E§E |

Start Date of the Employment plan
R i1 | =OEC=

Figure2: Employment Plan-Enrollment Module/Employment Plan Tab

9. Access th&amployment Plantab.
10.Click the £75= | putton.

11.Click the &&PiPan pytton to print the Individual Employnidpian (IEP). The recipient is

required to sign and date the IEP.

56



Letters
On 1/15/10, the revised “Letter” was effective. eTibllowing letters can be sent to TA
recipients:

» CAP Call-In Letter #1

* Voluntary Callin Letter #1

* Voluntary Pre-Enrollment and Post-Enrollment Caatibn Free-Form Letter

* Mandatory Pre-Enrollment and Post-Enroliment Coaibdn-Sanction Free-Form Letter
* Pre-Enrollment Reengagement

* Post-Enrollment Reengagement

* Free Form

Issuing Call-In Letters
To access a list of recipients pending for a spegtitall-in letter, and select letters to be mailed

Call-In letters include:

» CAP Call-In Letter #1

» Pre Enrollment Reengagement Letter
* Voluntary Callin Letter #1

B Toolbox 2 {Production}

File Edit Mavigation Utilite ¢ Windew Help

POBBAQZ

EmployerWeb Users
Call-in Lefters

Yendors
Fiscal Payment Query
BEusy Search

CAlerts Review

PFS Referral

‘Ctaging Tables

Print Manager

T MISSOURI

Toolbox 2.0

YEIERR BECKSM « » @

| | | | | oS |
Figurel: MO Utility Menu/Call-In Letters Option

Step-by-Step:
1. Click on thelZEEE MO Utility menu
2. SelectCall-In Letters.

57



jork Status Address Lazt Letter Date

e o A s A S T T

0, S S, S S, S

J
1
1
J
J
|
l

a

Mumber Selected| | — s ol by Select Al | =L, DeSelect Al
- Lefter Information 6b o 7 e e 7
Lounselor;
CENTRAL OFFICE USSR HUHMANN
421 EAST DUNKLIN STREET P O BOX 1087 / Phafe 5737511548 Bh .
— : Time e £ sendletiers | ) Close

e et Uy/ Appairtmert: yan
- B

JJEFFERSOM CITY
6Cc

Revard 111 (B 60 6e 6f
Figure2: MO Utility Menu/Call-In Letters Option/Send Letters Tab

Step-by-Step:
3. On theSend Letterstab:
a. Choose th®ffice.
b. Choose théetter which includes: CAP Call-In Letter #1, Pre Enrofigagement,
and Voluntary Callin Letter #1

4. Press the iz Ssarch button to access a list of recipiemsdipg for the office and letter type
specified. (Example: a list of recipients frone tkennett Career Center who should next
receive the CAP Call-In Letter #1.)

5. To send a letter, select the appropriate recigertord(s) by checking the field to the left of
the recipient’s name.

6. With the recipient’s record selected, if necessgoy, can alter allowable fields including:

a. Letter Information (includes name of CAP service provider, mailingrags, city,
state, and zip code),

Counselor,

Phone(counselor’'s phone number),

Appointment Date,

Time (appointment time), and

Duration.

7. To finish, click on the{Zsendtsters button to send lettersheTetters will be mailed from
DWD Central Office.

~Po0CT
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Reviewing Call-In Letters

Reviewing letters after they have been sent.

1. Click the k&

B Toolbox 2 (Production} n
Eile Edit i L i Help

153 @ ﬁ &= @\ ﬁ |"jer|nymponer.Web LUsers
in Letters

Vendors
Fizcal Payment Query
Busy Search

Alerts Review

FFS Referral
‘Staging Tahles

Erint Manager

| Beports

Figure

i MO Utility menu

2. SelectCall-In Letters.

B3 Toolbox 2 (Test}
File Edit Navigati

Review Letters

: MO Utility Menu/Call-In Letters Option

/'S HBA BECIKESE

@E’ Search |

‘ ST. LOUIS COUNTY DEER CREEK CAREER CENTER = | Date: -
Letter | pre Enrolment Concilition ) SS App 1ot

Sl 7

Created Address

N

or

4b BOTT, HEIDI [11/14/07 621 EROADMOOR DR 4PTF | Ad  [raimert Concitetion| 4€  |nEnDENDE =]

T [REBERNATHY, DEBOR.AH |05 8106|5064 CLAYRIDGE APT 315 | ST LOUIPTE Enralimert Concilation — JEETTYE GLEN )=
[ |ABUHAMDEH, EMAN {0311 3/05 {807 Lindel Dr | BALLYN, MO 63011 {Pre Enrolment Conciistion  |JADA COLEMAN f

[~ |ADaMS, AnanDa L [02/m6/m3]5524 CHALWEAL DR | SAINT LOUS, [Pre Enroliment Concilistion  |ZIN4 LWENDENDE | 3

[ |ADAMS, SOMYA KAY [0117/07 2752 BLACKFOREST DR | APT B | Sa/Prs Enrolmet Cancilistion  [FRIC WWHITEHEAD &I
[ [sDams, TRaCY 021021052415 SHIVA CT. [WALDWOOD, MO E2[Pre Enrolment Conciistion  |CINDY POPCIRY =

[ |AGUILAR, WLLIAM F |01 29,08 {25323 MARINER DR. APT 608 | ST. LOUPre Enrolment Conciistion | YOLONDA HENDERSON |

[ aHMaD, THaRA, 01/28M051283 RAMSEY LM | BALLYIN, MO 30:{Pre Enroliment Concilistion [YOLONDA HENDERSON%E} i
" |aKEARZADA, AMEEN 1127106 {2531 EL PALLOD CT &PT C | SAINT LC|Pre Enroliment Concilistion  (KATHY THOMPSON | £

[ [SLAMEAZ A% ALA, DANA & 11231085301 ORCHARD AVE | SAINT LOLIS, [Pre Envolment Concilistion  |ZINa LWENDENDE | 3] 7]
[ [ALAMESTZAVALA DANA, A 05123075301 ORCHARD AVE | SAINT LOUIS, Pre Enroliment Concilistion  |KIM JOHNSCN =
) [SLAWEAZ AN ALA, DANA & 11710108 (8301 ORCHARD AVE | SAINT LOUIS, [Pre Enroliment Concilstion  (LINDA& WOODWARD | 1]
i1 JALE)(ANDER, LATOMN YA L 0503106310 SARATOGA ST | ST LOUIS, MO £[Pre Enrallment Concilistion CHUCK MCKIMMEY e
" |ALEXANDER, LATOMNYA L 07/06/05{310 SARATOGA ST | ST LOUIS, MO EPre Enrolimert Concilistion  {CINDY POPCIA! =l
" ALFORD, SERETHA R 1 /191055475 Hury 94 | Orchard Farm, MO 63 [Pre Enraliment Concliation  |CINDY POPCIY il

- [ilete Mumber Selected:] | Total Recards:| 1040 iy, Select Al | =L DesSelect A

111 | | ] |

Figure 2: MO Utility Menu/Call-In Letters Option/Review Letters Tab
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. Click on theReview Letterstab.

. To find a specific letter type or recipient, seabghone or more of the following fields:

a. Office,

b. Letter,

c. Date,

d. SSN and/or

e. ApplID.

. To review a specific letter for a recipient, préss &l button associated on the recipient’s
line entry with the desired ‘Letter’ type.
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Editing/Resending Call-In Letters

Letters can be edited to change the counselor na@imoae number, appointment date, time, and
duration. This can be done on the same day leiterssued, or when a letter needs to be resent
because policy was not followed or a letter wasrretd with an updated address.

B3 Toolbox 2 (Productlon} [E F5__<
File Edit atio ARe 0

/SEAMQ BECKS® « »m

Vendofs
Fizcal Payment Quety
Busy Search

Alerts Review
EFS'RefenaI

‘Staging Tables

Erint Manager

| Reports

SOUR
%Jafé@;\c 2 @

Figure 1 MO Ut|||ty Menu/CaII In Letters Option

Step-by-Step:
1. Click on EEEEE MO Utility menu.
2. SelectCall-In Letters.
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-]

Diate: (o220 -

LEX)

r:i - = | appid]
______ (Cliect Created Address —/ \__caupselr
! 4 [|merem [n2102109|336 N LOCUST ST | MARSHFELD, Mc /]| [t Come 4e  |Ltr
i | r OMME AMMICE ]DQIDQIUQ 121 56 TERRITORY CT APT | 11 | SAINT et Con P WD ARD

[ ] |ADAMSMOC_}IRE, MALLORIE ELIE

_]D%J’DQJ’_DQ 11_3‘1_8 M MARKET 5T | SAINT LOUIS, M

CAP Call-in Letter #1

1_TAW'ONNA HUGHES

[ [ADAMSMOORE, MALLORE ELIE

0202008 11318 N MARKET ST | SAINT LOUIS, M

CAF Call-in Letter #1

_iTA\NONNA HUGHES

[~ |AGEE, STEPHANE &

]DQ.I'DQ.I'DQ 1543 = LAFONTAINE AYVE | SPRINGFIE

Post Enroliment Conciliztion

[T J PaNIGUE

[ |SHMED, MADIFG JaMA, )

020209 !_2854 HICKORY 5T ART 11 | SAINT LC

CAF Call-in Letter #1

1_TA1.-'\I'ONNA HUGHES

[~ |AHMED, HADIFO JAMA J

; DQI_DQIDQ_iQBS*l_HICKQRY ST APT 11 | SAINT LC

CAP Call-in Letter #1

_lTA\-'\I‘ONNA HUGHES

[~ |AKINS, UNIECE MARSHAY

020209 !4043 HARTFORD ST FL 2 | SAINT LOI

CAP Call-in Letter #1

1_TA\NONNA HUGHES

[ l&KINS, UNIECE MARSHAY

DgIDQI.DQ-Jfl_DQS HARTFORD ST FL 2 | SAINT LOI

CAP Call-in Letter #1

1_TAW'ONNA HUGHES

[ |ALAGIC, INDIRA

[021m2/09]4632 GRAVOIS AVE | SAINT LOUIS, I

CAP Call-in Letter #1

JTAW'ONNA HUGHES

[ |aLAGIC, NDIRA,

020209 14832 GRAWVOIS AVE | SAIMT LOUIS, F

CAP Call-in Letter #1

1_TA\.-’\I‘ONNA HUGHES

[~ [ALEEM, GWENDOLYM

02i02/09 i2fﬁ' EMERLING DR | SAINT LOLIS, MC

Pozt Enroliment Concilistion

1LINDA WOODWARD

[ |ALEXANDER, BRITTNEY GAYO

[02102/0914319 BECK AVE APT & | SAINT LOLI

_iTAW'ONNA HUGHES

[ |ALEXANDER, ERITTNEY GAVO

]D2.l'02.l'09 14319 BECK ANWE APT A | SAINT LOLIE

CAP Call-in Letter #1

1_TAW'ONNA HUGHES

| |A_LE)(ANDER_,_ MICHAEL LERAY L ]_0_2__{0_2_@3 1?455 HIGHWAY TT TRLR D | GROVEEiF‘re Enrallment Sanction i_l;)AN DEXTER
— Delcte Humber Selected:| | TotalRecords| 3 El - Select Al | =L, DeSelect A

Record: 1/309 | |

Figure2: MO Ut

3. Click on theReview Letterstab.
4. Find the desired letter to edit by searching whit following fields:

a. Office,

b. Letter,

c. Date,

d. SSN and/or
e. AppId.

ility Menu/Call-In Letters Option/Review Letters Tab

5. To review a specific letter for a recipient, prédss 2 button associated on the recipient’s
line entry with the desired ‘Letter’ type.

-
8 Document Parameters

=PRINGFIELD CAREER CENTER]

Client| & GEE, STEPHANIE &,

|1 314 SOUTH GLENSTONE

|SPRINGFIELD

6c

e | [Bsa04

Letter|post Enrolment Concilistion __—— 6a

Counzelar:|T J PaAMIGUE

Phone:

6d {3? Save

Figure 2. Edit Letter Screen

6. An Edit Letter screen will pop up. This screen will allow youeiit the:

a. Counselor,
b. Phone,

c. Appointment Date,

d. Time, and/or

7.

e. Duration fields.
[The conciliation letters will also require youitgout an appointment date/time/duration
even though it is not displayed in the actual tdtte

Once you are finished editing fields, press &7swe | d @ o

buttons.

NOTE: Letters may be edited until 4:00pm the same Hay were issued.
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Deleting Call-In Letters

Deleting letters after they have been issued.

There are two way to d

elete Call-In Letters.

These instructions cover Option #1.

B Toolbox 2 (Production}

Eile Edit Mavigation

PORBA S

Resord: 1/1

Step-by-Step:

LHilite MO I._.Itilitg.-Ln-.-'-.-' Help

~Alerts Review
‘Staging Tahles

| Beports

(@
ES

&

Werify Employar Veb Users o & g ) @\ I E [ﬁ <‘§}_)€ % @ | 4 » [
Call-in Letters

Vendors

Eizcal Paytment Quety

Busy Search

FFS Referral

Erint Manager

MISSOURI

Figure1l: MO Utility Menu/Call-In Letters Option

1. Click on thelEEE2IE MO Utility menu.
2. SelectCall-In Letters.
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Review Letters
Tfice ~|  Dateoafans - iy Search |
Letter] — ~) S50 | < Apojalel | A
cnent/ Created Address Ly L =
ACTON, HARRIET L [02/m3/09{3901 E SAINT CHARLES RD | LOT 32 i 4d prgagement de rsPACH =] i
[ apams, DaC |021031081251 6 LEEWAY DR APT 2 | COLUME!A{PaST Envoll Reengagement SPACH [l =
[ |aDaAMS, JENMFER LEE |02/03/09 {317 15T ST | MOKANE, MO B5059132|Post Enrolimert Concilistion  |CANDACE MUDD i=f
[ IBNDERSOM, SCOTT CC |02m03n3 14850 M ROUTE U | HALLSWYILLE, MO |Post Enroll Reengagement  (GARY ANSPACH =i
[ IBMIELAK, MARY LYHN |02m03/09 11423 JEFFERSON AWVE REAR | CRYS {CAP Call-in Letter #2 IDEBRA, K. WILEON E]:’?f
[ [BALLARD, STEPHANE MICOL N [0210308(318 N G ST | POPLAR BLUFF, MO £35CAP Call-in Letter #1 |JULIE BRUCE L8] =5
Ba |BARKS, DONWESLEY JR W |n2mznaiHC 2 B 565 | ZALMa, MO B37879E[Post Enroliment Conciliation  LAMIE BENNETT | QJ 4
|1 iBARKS, DORWESLEY JR W 020303 IHC 2 BOK 555 | ZALMA, MO B37579E Post Enrolliment Concilistion ]JAMIE BEMMETT E}:{‘I
[ [BAYLESS, KanDl b 02/03/03 {120 W HICKORY ST | EL DORADO SP|Post Enroliment Concilstion  [RUBY PARSON il i
[~ [BAYLESS, KANDIM 02003108120 HOKORY ST | EL DORADG SP|Post Enrallmert Concilistion  [RUEY PARSON =i
[ [BECK, BRITTANY L L 02/03/03 104 W MARKET ST | SHELDON, MO 6{Past Enroll Resngagement  [KATHY BAKER =
" |BECKEMHOLDT, STACY 02/03/09 (3916 OLDEN &VE | SAINT LOUIS, MO |Post Enroliment Concilistion  {MELISS A NAIR QJ j]
| iEIELLEW, ROSEMARY AMMETTE A lnzmamg 326 EAST LM APT 3 | JACKSON, MO (Post Enroliment Concilistion KELLY KING [ @J i’i}j
[ [BLAYLOCK, HEATHER & & 020309 (2300 E 16TH ST | SEDALIA, MO £530|Post Enrollment Concilistion  {SHARON ALLEN | Q]i’i‘r
] iE_IOARD! _CANDACE M ||_3_2__{Q_3_,r_0_3§1 295 WELMA ST APT D2 | POPLAR B[!_CAP Call-in Letter #1 _i_._JULIE ERLCE QJ jj >
— Dielete Mumber Selectect] | Tetal Recards:| 246 | iy, Select Al ] =, Degaled:mll

Record: 1246

3. Click on theReview Letterstab.
4. Find the desired letter to delete by using thel§edf:

a. Office,
b. Letter,
c. Date,

d. SSN and/or
e. Appld.
5. To delete a specific letter for a recipient:
a. Check the field to the left of the recipient’s nathat is associated on the recipient’s
line entry with the desired ‘Letter’ type.
b. Press the= Deez button. If you have multiple letterdetete, check all entries

that apply and press tt = Dekte button.

NOTE: Letters may be deleted until 4:00pm the sametllay were issued.
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These instructions cover Option #2.

Toolbox 2 {Test} - Seeker Histories

 Display Options

¥ Service History.

 DADRetensls| 0 Pacements| o
Self e*fen‘.ais:i__ﬂ__l Si_é‘f_@ic_:ea,;ii i)
‘Employer Refenals:| 0| SoratchPadsi[ o)

¥ Tasks W Alerts.
IV Appoitments v Enroliments
[FSL Referrals |/ FSD Wrk Status.

Date

12007100 ctter #1 Sent i

1200409 | Appoirtment ANGELS, RUTLEDGE lIE Cap Recian |

112409 Correspondence |AMGELS RUTLEDGE (CAP Call-in Letter #1 Mailed |
1142409 FS0-Load Info CAP Recipiert Referral Date:11/23/2009 \Work Status: DD Mancistory | N
1112409 {Enrallment AP Recipiert-Mandstory Fozzible |
| 5
| |

| | |

| | i

| |

| |
| =

| 4 |
= Dslete Carrespondsnce

Record: 1/6 [ ]
Figure 1. Seeker History Module/Seeker Services Tab
Step-by-Step:

1. Click on the B Seeker Historyicon.
2. Select theSeeker Servicesab.

3. Select the letter you want to delete. [The lettesst displayPendingin the Results field.]

4. Press the= pesecoresponsence.  putton.

NOTE: Letters may be deleted until 4:00pm the sametlteyy were issueq.

65



Free Form Letters
The following letters are sent to TA recipientsfige-form letter:

* Voluntary Pre-Enrollment and Post-Enrollment Caatibn Free-Form Letter
* Mandatory Pre-Enrollment and Post-Enroliment Caoatbdn-Sanction Free-Form Letter
» Free-Form Letter for recipients who need additiarwadtact

The ‘free-form’ letter language can be found witthe “Letter” policy.

Accessing free form letters.

Toolbox 2 (Production} - Correspondence

Edit/Create l Farms CLEry

Correspondence Far: (ST ANA MITIKEJ 3
Category: |General LI |
{

Dacument Type: |Free Format Letter < 4

-

|

Inzert wour text here

<5 |

4|

Addtional 6 -
Comments: 7 8 -

| ‘B Cloze

) — zZ
== [elete | Preview: | @ Save | 3 cancel

_Recard: 111 [ o | | «0gC= |

Figure1: Correspondence Module/Edit-Create Tab

Step-by-Step:

Click on the & Seeker Correspondenceon (or press Alt + C).

TheEdit/Create tab will display.

From theCategory: field, select ‘General’ from the drop down menu.

Double click in theDocument Type:field and select ‘Free Format Letter’.

An Insert Your Text Here field will appear. Type the necessary informatioo this field.
Use theAdditional Comments: field to record additional comments, if applicable

Click on the B P& | putton to preview and print the lette
Click on the |£¥%# | putton to save the letter.

© NogkrwbhE

NOTE: DWD Central Office does not mail Free Format &gt this is the responsibility
each office.
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Issuing Post-Enrollment Letters

The following letters are sent to TA recipientsngsthe post-enroliment letter function:

* Post Enrollment Reengagement

|:§ Create Task
5 Motes

Find Sesker | f
laie Create Refatral

Search Criteria

Sh "‘— Create Scratch Pad
Mame | < Correspondence
Last - Service Referral
Firzt: |

| Send Info Card
App ID: | ;‘:__Q Counselor [nformation

( MG Interface

FEOEG BECKSE 4

Default Screen
i Seeker]nfo
' Desired Job Title
 EducstioniCertificates © Testing

" Azzessment

" Eligikility

T Funding

" Employment Plan
" Change History

" Referral Histary
I Seratch Pad History

T niork History
" Cther

" Service History
1 Initial Irteryview

Eddress | .

EFS Child Support Payment )

Web Lser Id:]_—ﬂ; Seeker Setvices
Eriail | Seaker Alerts.
| ¥ seeker Placerment
ﬂ Eile Location
7 = MO Frogram Specific
e
| Acti\;at'ellnactivate Seeker
| Reset Emp Exchange
] Activatesinactivate Case Mamt
Case Transfer

l.—u Case Transfer InboxOuthog
F Red Flag

Eaorm Manager

Print Training Semvices
Print Tranzcript

Print Resutme

Frint Scanable Resume

CAP PostEnrollment Letters

1]

Flgure 1: Optlons Menu/MO Program Specmc Optlon/CAP Post-Enrollment Letters Optlon

Step-by-Step:

1. With a recipient’s record open, click on tEH Options menu.
2. SelectMO Program Specific option.
3. SelectCAP Post-Enrollment Letters.

Y% CAP Post Enrollment Letters

SEN:

Name: | TRAYIS D ABBOTT

) 4

Letter: |

i

Ofice:| CENTRAL OFFICE

-]

|CENTRAL COFFICE

|421 EAST DUNKLIM STREET P O BOX 1087

|JEFFERSON CITY

e [Bs1021087

Counsslor: (nyRa HUHMANN

Phone

5
Send Letter Close
& |

Figure2: CAP Post Enrollment Letter

4. From theCAP Post Enroliment Letters pop-up screen, select the appropriagder from
the drop down menu, and make any other necessangek to the information displayed.

5. Click the @SendLeﬂer

button to issue the letter.
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Reviewing Post-Enrollment Letters
Post-Enrollment letters can be reviewed two diffiérgays.

Instructions for Option #1.

B Toolbox 2 (Production} n
Eile Edit SO CLHINE WO Ll Sm— e

mployer Web Users

YESHERA BECKSE « » M

Call-in Letters
Vendors
Eizeal Payment Query
Busy Search

“Alerts Review

PFS Referral
‘Staging Tables

Erint Manager

T MISSOURI
Toolhox 2.0

Figure1l: MO Utility Menu/Call-In Letters Option

Step-by-Step:

1. Click on thelEE MO Utility menu.
2. SelectCall-In Letters.
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Toolbox 2 (Test} - Seeker |:|[‘E|E|

4a Office:] <] baefpaama Eé}’s_ﬁ%f;‘h |
| Letter:]_—~ -] SSi Al
— Cretd dcress. ) d N e
4b [EBOTT, TRAVIS D {03 33 {2244 M JEFFERSON &4E | SPRINGFIE [Pos] orciiation || o
\JARMERI RACHEL MARIE 03413/091807 M 3RD T | DE SOTO, MO B302011Pre Enraliment Sanction b RA HUHMARR
=
=
=
=
=
=]
i
=
=
o
)|
=
=
— Delete. Hurmbr Selectect| | TotslRecords 2| oy Select Al | 2, DeSelect Al

Record: 152 =05C=

Figure2: MO Utility Menu/Call-In Letters/Review Letters Tab

3. Click on theReview Letterstab.
4. To find a specific letter type or recipient, contpléne appropriate field(s) including:
a. Office,
b. Letter,
c. Date,
d. SSN and/or
e. AppId.
5. To review a specific letter for a recipient, préss ©| button associated on the recipient’s
line entry with the desired ‘Letter’ type.
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Instructions for Option #2.

Toolbox 2 (Test} - Seeker Histories

Utility 1

Seeker Services

_ Display Options _ [ Counts B
[V Service Histary [P Tasks [ Blerts DIAD Referrals:| 2. P'WWI_E_I L o
W Carrespondens I Enralimerts SelfReferralss | 125 Senvie Oscuatinat] 0.

‘Enployer Refenrals:| 1| SeretchPads:[ of

[Immediste engagement |
0302/09 Enrallment I\NILMA fAY CAP Recipient-tandatory Actual | |
030209 Tazk LhAL hAAY Custormer Suto-Enrolled in CAP Recipient Mot Complef.
022509 Alert L2 hAAY Complied With Immediste Engagement | i
0225031 Service Counzelar ek Job Referral |
0242509 Enrallment CAP Applicant Close Date: 02/25/2009 Counselor:BATCH_USER Poszible |
022503 Enrallmert LhAs, kil CAP Applicant Close Date: 0340252009 Counselor:BATCH_USER Actual |
0225109 Zervice b2 hiaY Initial Interview |
02725109 |Service LhAS, hd A% Azzezsment |
0272409 | Service Counselor Wek Joh Referral I
0241 8/09 | Service Counzelor Wek lJob Referral I
02 S.I'DQEService Counselar Wek lJob Referral |

Step-by-Step:
1. Click on the M Seeker Historyicon.

2. TheSeeker Servicesab will display.
3. Double-click on the letter you want to review.
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Deleting Post-Enrollment Letters
Post-Enrollment letters can be deleted twp diffevesys.

Instructions for Option #1.

B Toolbox 2 (Production} n

Eile Edit Mavigation Uil MO UL s

POHBQ

E

Help
| Werify Employer Web Users

Y SRHBS BEISCKSE « » M
Call-in Letters
Vendors
Eizeal Payment Query
Busy Search

“Alerts Review

PFS Referral
‘Staging Tables

Erint Manager

TTMISSOURI
Toolhox 2.0

Record: 11

Figure1l: MO Utility Menu/Call-In Letters Option

Step-by-Step:
1. Click on thelEEEEEl MO Utility menu
2. SelectCall-In Letters.
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Toolbox 2 (Test}

Oficel| ST, LOUIS COUNTY DEER CREEK CAREER CENTER 5 | Diate:

LEﬁéTf_‘.[PmEnrollmerd Conciliation

I

o s

N Anpid]

Crested Address I selor
I)TT, HEIDI 111."1 407|621 BROADMOOR DR APT F | CHEST 4d Concilistion 4 DERDE
ABERMATHY, DEEORAH iUS.l"l GMGIS064 CLAYRIDGE APT 315 | ST LOUI Concilistion e ELERIM
AEUHAMDEH, EMAR !Ugﬂ 054807 Lindell Dr | BALLWIM, MO 63011 {Pre Enrallment Concilistion JADA COLEMAR
ADAMS, AhANDA L 102."05."03 5524 CHALWEAU DR | SAIMT LOUIS, Pre Enrollment Concilistion ZItA LAENDERDE
ADAMS | SOMY S HAY iD1 ATIOTI2752 BLACKFOREST DR | APT B | 54 Pre Enraliment Conciliation ERIC WHITEHEAD
|| IADAMSI TRALCY 0202052415 SHVA CT. | WILCWIOOD, WO 52{Pre Enrolliment Concilistion CIMDY POPCWY I
| !AGUlLAR, WILLIAK F 01./29/058 12539 MARINER DR. &PT 603 | ST. LOWPre Enroliment Conciliation OLORDA, HENDERSONl §"\J

[ [AHMAD, THARWA,

012808

2835 RAMSEY LI | BALLYMN, MO B30:

Pre Enrallment Concilistion

VOLONDA HENDERSON| €]

N E

|

[ | IAKBARZADA, AMEEN 1127406 {2531 EL PAULO CT APT C | SAINT LC{Pre Enrallment Concilistion HATHY THOMPSON E
H IALAMEAZAVALA, DIANA 2 012300515301 ORCHARD AYE | SAINT LOLUIS, [Pre Enroliment Concilistion FIrA LWERDEMNDE ! j
|1 ]ALAMEAZAVALA, SRR 052307 15301 ORCHARD AWE | SAINT LOUIS, Pre Enrollment Concilistion Ik JOHNSOM J

ALAMEAZAWALA DANA & 114 000515301 ORCHARD AWE | SAINT LOUIS, Pre Enroliment Concilistion LIMCA WO OO ARD £

AL EXAMDER, LATCOMY A L 050306 (310 SARATOGA ST | ST LOUIS, MO Fre Enrollment Concilistion CHUCHK MCKIMMEY

ALEXAMDER, LATOMNYA L 070605310 SARATOGA ST | ST LOUIS, MO E[Pre Enroliment Conciliation CIMDY POPCHA

ALFORD, SERETHA R 0141 9405 Pre Enralment Conciliation CIMD POPCRY

E - D..BIEta.

Number Selected | |

Total Recards:| 1040

Access thd&Review Letterstab.

To find a specific letter type or recipient, contpléhe appropriate field(s) including:

a. Office,
b. Letter,
c. Date,

d. SSN and/or

e. Appld.

ity Select Al | =L, DeSelect Al

Figure 2: MO Utility Menu/Call-In Letters/Review Letters Tab

To delete a specific letter for a recipient, cheli&k the field to the left of the recipient’s
name associated on the recipient’s line entry téhdesired ‘Letter’ type.

Click on the = bete

'~ button.
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Instructions for Option #2.

ES Toolbo : nrie L1

1
POBr P OAISARS /SR EEOKSE (om

Seeker Services

-~ Display Optionis _ : o Couts — - Training Weeks
[ ServiceHistory [ Tasks [ flerts. WD Referrals| 2| Placementsi| o] ool 0
V¥ Correspondence. ¥ Appoirtmerts [V Enroliments Self Reterrals: | 125 Services:| 134 Gooupatiorak{ 0

‘Employer Referats [ 1] Seratch Paos| o]

- o] o)

IV iarkshop Natices

3 ([ ste [Typeatserviee | Counseior | Deseription.
denc JUHM LA L P! I_Ern_'n:nlln'uent Co G

0341409 Imeia{e engagemert

030209 Enroliment LhAs, hAY CAP Recipient-Mandatory Actual | 5o
030209 Task LRAA MAY Customer Auto-Enrolled in CAP Recipient ot Complef, j:
02/25/09 14 lert RS hAY Complied With Immediate Engagement | 5
02725109 |Service Counzelor Yieb Joh Referral |
0212509 Enralimert CAP Applicant Close Date: 020252009 Counzelor: BATCH_USER Poszzible |
0272509 Enraliment LhAs, b2 CAP Applicant Close Dete:0302/2009 Counzelor: BATCH_USER A ctual |
0225109 1Service LhA2 MR Initial Interview |
0272509 |Service R4S, AN Aszessment |
0272408 {Service Counselor Ve Joh Referral I
0211809 (Service Counselor Web lJob Referral |
]JQ.H 809 !Service Counselor sk lJob Referral !

— Dlete Correspanience |

Figure4: Seeker History/Seeker Services Tab

Step-by-Step:
1. Click on the M Seeker Historyicon.

2. TheSeeker Servicesab will display.
3. Highlight the letter you want to delete.
4

Click on the = Celete Correspondence . button.
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MQ Search

The MQ Search allows you to pull a referral fromNFS the day the individual applied for
Temporary Assistance (TA) benefits at FSD before sent to Toolbox 2.0 in the nightly files.

Toolbox 2 (Production} - Employment Plan |:|@|E|
File- Ed s 5 Liility

Find Saeker

-~ Zearch Criteria Dstault Scres
A - Defautt Screen
i F :!5?3 ] S - e s At
_’3:'}:3 s ® Seeker Info I Reterral Histary 1 Azsessmert
e ‘  Desied Job Tile [ Seratch Pact History Eliikiity
st vias | CEeueoriee (o (s
s — otk History ervice Histary ¥ Emplayment Plan
#ppi0] pen| T Cther g [ chenge tistory
WQb_Us_er]d_fi - — —
mmall | |Gmsesren | () FenalEnin] of G oo

Seeher e atus | Type Chy/SteteiTn 08

Figurel: Seeker Correspondence/Forms Tab

Step-by-Step:

1. Click on the # Find Seekericon.
2. TheFind Seekertab will display.

3. Click on the & manteriacs | buytton to access the MQ pop-up screen

’E_E M Interface

S5M:

Birth date:l—
4b S
(f Search

Figure2: MQ Interface Pop-Up Screen

Cloze ]

4. On the screen, enter the client’s:
a. Social Security Number and
b. Date of Birth.

5. Click on the & s==h | putton to perform the MQ search.
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=163

-~ Eligible Enroliments

/[

I VD Eligibilty | [ Refetral System Programs RefCt | DCr D ]IB@HWU ~
B = L T T2 o searchma
= (1 | i i
i i U | | i
E [ i 1 [T = [ show Closed
= !_ R _I‘-.f Cther Potertizl DWD Prograims | .

veriiyate| | [ = e stise

i T = Delte

ol | ] Ageement

| Program- | Start Ot i;'End Ot | Teen Two | Outcome

1204/08]

[ Shovy Clozed

_} & omst

(=163

- Mame and Address Information Mailing deldress: Street Address:
Lzl f GERMAN 125712 Sw OUTER RD |
- Phone Numbers -, 1
T |
H°f"e'i(81 EH05-0047 |l | [HARRISONVILLE e fparorrazz | | B
warke| 16107400 e e Emait]
-~ Personal Information. . Seeker Status Giatis Dale T O
2 i — — Stetus  Date Last Update:
Date of Birry| 041151962 | [ In Schoal _Emabled. Emp Exchange [sctive  [0704/03] 120209
-.{-?igEZ-i 27 | W Searchable. 1nldi\;id;?l Caze Mﬁﬂagéﬁé_ﬂ;m{_m“ Mlest Appt _'l
Gender| F Wsharsresume  ROPRRESPANSE o vy b Ot fctve || Next Task 6b b |
Citizer| v Migrant Worker [ Deceased. ontacts| | a N =
o ;M:—[l_ » O Lo o | Actusl Enroliments Possiblz Erroliments
| Alien Feg #8 | LER . AppiD:fizrsoaTe | Cap applicant
- Weteran Information = 7 S i
| Vet Stefus:{ 1 - one ~| Transtiors| - DCh:{ooageaaTs | ‘
i Retenily Separaten Served From| Served To | i
:'_'SENEd'n ST il Date. Type of Service Employmert Counselor
[ Print on Summary (Resume) | . s
[ Service Endedt by Disablilty = |
|]_-Sp0i.|se of Deplayed GuardiRezerve or spouse deployment ended w/ the past yr I
| Einanc_h:.i ¥ [ Status Verified B
Souree [JACOE SWOSANMI [~ Partial 5¢ — > T e T —
=ou I__ | Partial Se?ker @ ek Infa .; Save | 3 cCancel |
[ Restricted [ Secondary Counselor =

first name
A '

Figure4: Find Seeker Module/Seeker Info Tab

6. If areferral is available, it will appear on the:
a. Enrollment tab within theEmployment Plan/Enrollment module, and
b. Under thePossible Enrollmentsfield on theSeeker Infotab within theFind Seeker
module.
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If a referral is not available, you will receivergessage indicating no information found.

Toolbox 2 (Production} - Employment Plan |:|E|E|
File: Edit ation 0 Utility W0 Litilit

-~ Bligikle Enrollment : 7
| WD Eliioility | Referral System Programs Ref Ot DCH D H?ﬁ_ﬁﬂ’\‘}ﬂ_ Z
- oM | E B E jﬁ Search M@
= | r {5 i )
= (5 A | @A o
= I‘ & = [ Show Clesed
= I> Cther Potertial DD Programs | -
verifyDate| n N
- _ T = Dot
el | B ageemert
' IStart Ot | EndDt | Teen Two Cutcome |
) I T [;E‘ & oopsl
l (il s .' '
| | | B E | [ show closed
| | B o
| o
I [HElLE =
[+ External Counaelor [Z_@;Sava | € cancel

Figure5: Employment Plan-Enroliment Module/Enrollment Tab

7. Another method for accessing MQ is through of sscnval  tomuon theEnrollment tab
within theEmployment Plan/Enrollment module.
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Office Locations
Changing the office location you are logged into.

£ Inz {Test}

File Edit Mavigation LI

\SSL I

Flgurel Splash Screen/Flle Menu/Change User Title Option

Step-by-Step:
1. While on theSplashscreen, click on th&H File menu.
2. Select theChange User Titleoption. TheChange Agent Hatscreen will appear.

e han ge Agent Hat

-]

Office: | AN A DA
User Title:| 5TATE CAF PROGRAM COORDIN... |

AL Change || X Close =

Figure 2: Change Agent Hat Screen

3. Select the appropriateffice from the drop-down menu.
4. Click on theZ#emnee | putton to make the change
5. Click onClose
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Seeker: Searching for a record

Searching for TA applicants or recipients in Toodl20.

Toolbox 2 {Production} - Seekeln

T Find Seeker

- Search Criteria

Default Screen

s Phone:[573 | :

Namme ™ Seeker Info " Referral History " Assessment

Last' " Desired Jok Title " Scratch Pad Histary  © Eligiiity

) -~ ) . Tt -~ ’
B l Widddle: | Education/Certificates Testing Funcing
ok Histary " Service Histary " Employmert Plan
App ID:l DCN:' " Other " Initial Irterviesn " Change History
Wieh User Id:l
Email:l— @EI Search ] @ Partial Entry] ( MG Interface ]
Seeker Name Status | Type Address CityiStatesZip DOB

|»

4]

Figure1l: Find Seeker Module/Find Seeker Tab

Step-by-Step:

1. Click on # Find Seekericon (or press Ctrl + N).
2. On theFind Seekertab, enter the appropriate search criteria foréagient.

E9 Toolbo Prod i

PORBALAOMIVABS VI HAMAA BEIKSR « » @

Find Sesker |

~ Search Criteria

s8] P |

~ MName

L_‘a_'s’t’e:. SMITH
First: |JAWES

Miclcdle: r—

App ID:I
ek Liser ]ci,i

- Default Screen
1 Seeker Info. " Referral History T Assessment
' Desired Joh Title (" Soratch Pad History  © Eligikilty

* Education/Certificates C Testing
i Wiork History " Service History
T Cther erview

| () PatislErtry| of" MQntertace |

R e—

Seeker hame
SMITH, JAMES

-iSMITH, JAMES | l = 18300 BETHEL gSENECA, O GdEES IDSQSH 95

SMITH, JAMES | I = 703 SIKES SIHESTON, MO 63501 071191940
3 SMITH, JAMES | I b= 3012 MEADCIALARK ST LOUIS, MO 53136 03M0M974
ShITH, JAMES | l = RT 2 BOW 2184 HDONIF‘H.&\N, MO B3935 107221949
SMITH, JAMES | I SR 569 MERAMEC AVE EEARK HILLS, MO 63601 027201956
ShITH, JAMES | 1 SP RT 3 B 36970 aPIEDMONT, W 53557 11/526M 965
SMITH, JAMES | I = 220WWEBER DRIVE HEUREKA, b 53025 121319535
SMITH, JAMES | I b= 404 M MAIMN STREET ﬂLIBERTY, MO B4065 09/ TH9E64
SMITH, JAMES il_i S 1019 MO 9TH ST aST LOUIS, MO 53101 10/M5H1 950 p_:'_:

Figure3: Find Seeker Module/Find Seeker Tab
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3. If the applicant’s or recipient’s name is usedresdearch criteria and there are multiple
records that match the name, a list of names wiptmduced in the lower portion of the
Find Seekertab. Double click on the applicable name to astles correct record.

Toolbox 2 (Production} - Seeker
Eile: Edit o 0 i

Seeker Inf

BRI s Mailing Address: Sﬁe?i Address:
W! jooLLns 928 v CENTRAL 5T |
~ Phone Mumbers y [
S |
H°f”ai(41 e i [EPRINGFELD [c fesenz-anzt | | [T
otk | Other: W Ead Address [ Homelsss ‘Email craziemarmma_S@yahon.com I
- Personal Information . Seeker Status et ; T
e e o Status. e Last Undate:
Date of Bith| 081221187 ’I:lnscho hocl I—Djs?a)allac!;. EnpExchange firactive ||_Qaf_j_q_fj_$_{0§_i ,_P_Eﬂm o
B E| ' Searchable 10_d1\;ld§?l Cé&a!vtamge .f.'lf:‘rmmlnadive | Nex{Am{imm'—“i T"‘l’tei_|
Genden{ [Shere jeoume | FERARESIONSE (g oy Bog Btjrecte | | NetTesk| |
cizen[ v [ Migrant Werker [ Deseased. | el -

- Weteran Information

‘et Status: N - None | Transition:| >

S O | pctusi Enroliments Passible Enraliments
(e i | AppiDfiooarst | ‘

i Reterily ==peraten Served From| Served To | - = L
[ Served in Campaign . GenviesProdded o o ;
!]_' il :| Date. Type of Service Employment Counselor |
IR R R i : 01/ 603 | Assessment GARY MORRISON =
[ Service Ended by Disahliity = : = - B
[ Spouse of Deployed GuardiRasarve or spouss deployment ended withe past yr | | | o/a Infial Interviyy Clalail Eapsiel]
I i Er: Ch{: . e . d. 091 508 [Job Referral Counselor Wiekh |
ranch: » B ifi i
- : T Stefos e [n9n s lib Reterral Counselor Web i
‘Source: LAUREN BLACKWELL [ iPartial Se T e Tz —
- EUEEVETET e B ek Info fsae | € concel |
[ Restricted [ Secondary Counsslor E

sthame

Figure2: Find Seeker Module/Seeker Info Tab

4. TheSeeker Infotab displays the applicant’s or recipient’s basformation.
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Seeker: Entering Seeker Information

If an applicant or recipient search did not prodacecord(s), you musnter the seeker
information. [Staff should search for records bhg DCN as this is the only way to determine if
there are duplicate records.]

elp

NaB s SEBRI EECKS® ¢ b

? Basic [ el Eizzir=e] i el bt T By iz = (NS = ie =il il

+[E Pseudo Last Upoate:
=0 oDate; *Entered By: |
0Name:| |— |

Address Line 1 Address Line 2 City St Zip
*hailing Address: | | [ []

Street Address:| | | l_ |
Email Address: |
“erify Email: |

Home Cell Wiark Other

Phone Mumbers: | | ’_l | | l_l
*Date of Birth:
*Citizen: l_ +Gender: l_
Refuges: l_ Alien Reg Mumber: &
Asvles: l_ Refuges Entry Date:
Homeless: l_

Hizpanic/Latino: l_ Azyium Granted Date:

*Race Codes:

@ Save | 3 Cancel
Figurel: Seeker Entry Module/Basic Tab

Step-by-Step:

1. Click on &£ Seeker Entryicon (or press Ctrl + K).

2. On theBasictab, all fields with a blue diamone( ) must be pdeted in order to create a
record in Toolbox 2.0.
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Seeker Services Tab

The ‘Seeker Services’ tab contains information saglenrollments, appointments, alerts issued,
call-in letters mailed or pending, notificationregw case notes added for the
Applicant/Recipient, tasks, etc.

Toolbox 2 (Production} - Seeker Histories

tio tio

Iy
Q=48 MM

B
Seeker Services
~— Display OF — Courts : - Trainiir —
pnf;\;?;;m;@. IV Tasks [V Alerts & un[;m Refb_r_faljs;-[—y P'l.acemerde.e:]___m : Re?nglg. [l
¥ Correspondence. | Appaintments W Enroliments Self R_é‘fe}n'al's:-E| : S{g_r'vi:c_é—s:"|3| Uﬂfﬂpﬁmﬂﬁfj:
| ¥ Workshop Nofices [/ WSL Referrals | W/FSD Work Status | Employer Referals:| 0 Serateh Pads:| o/
Total] 0
Deseription Resuts |
IPre Enraliment Sanction FPending I.‘
11410108 |F=D-Load Infa AP Recipient Referral Date:05/%1/2009 Work Status: DD {andatory |
104 B.l’DSﬂCorrespondence ERICA JOHNZON Fre Enroliment Concilistion ir-nailed | |
100509 FSD-Load Info CAP Recipient Referral Date:08/31/2009 WWoark Status:DD Mancdatary | ::
092409 Correspondence  |ERICA JOHNSON CAP Call-in Letter #2 hailect ! i
091609 Task ERICA JOHMSON First Letter Completed |
090509 FS0-Load Info CAP Recipient Referral Date: 055312009 Woark Status0D0 handatory I
0901 N9 iCarrespondence [ERICA JOHMSON CAP Call-in Letter #1 hizilect |
090109 {FS0-Load Info CAP Recipient Referral Date:05/31/2009 Work Status:DD hdandatory |
0901 09 [Enrolimert CAP Recipient-Mandatory ﬂPoSSibIe I
01 807 {Service FEGGY STARMES Job Search Activity |
01307 {Service IPEGGY STARMES  |Assessment I
0171807 Enrolimerit PEGGY STARMES IAVTS Cloze Date:0118/2007 CounseloriwD 256 Actual ! |
ﬁ Print List
Record: 142 | | =05C=

Figurel: Seeker History Module/Seeker Services Tab

Step-by-Step:
1. Click on the M Seeker Historyicon.

2. Access thé&eeker Servicesab.
3. If you would only like to see certain items, youncancheck” any of th®isplay Options.
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Seeker Services l Change Histary Motes Payments FED Load Information Exit Snapshot FE0 TAMF Participation

Display Options Counts Training Yeeks
[ Service History [ Tasks [+ Alerts WD Referrals:| 0 Placements:| 0 Remedial: 0
[ Corresponcence W sppointments v Enroliments Self Referrals:| 0 Services:| 0 Occupational: 0
W yorkshop Motices  [WWSL Referrals v FSDOWork Status Employer Referrals:| 0 Setatch Pads:| o

Total: 1]

| Resuts

| Date |Type of Service | Counselor

Descrigtion

on Hours n 0 1) [=)
[11/10i03 [FSD-Load Info [P Recipiert Referral Date:10/24/2008 Wark Status: DD [Mandatary
[10msma FSD-Load Info | CAR Recipiert Refarral Date:1 0/24/2008 Wiork Status: DD Manciatory
030503 FSD-Load Infa | _ /] [ecipient Referral Date:1 02402008 Wirk Status:DD Mandatary
0805103 [FSD-Load Info SEEEMEINE ecipient Referral Date:10/24/2008 YWork Status:DD Marciatory
lo7memaFsD-Load Info | |_22SEENHING e np peciient Referral Date:10/24/2008 VWork Status:DD Manciatory
0571809 [Tazk [lSHDS DOVNEY  [Seeker 492926955 ABRAM, DAY MICHELLE has a new note. [Mat Complet
050509 [FSD-Load Info | |C.4F Recipient Referrsl Date:10/24f2003 VWwork Status DD IWtancistory
040609 [FSD-Load Info | |C.4F Recipient Referrsl Date:10/24f2003 VWwork Status DD IWtancistory
[03/25m09 FSD-Load Infa | caP Recipiert Referral Date:10/24/2008 Wik Status DD [Mandatary
0312009 [Task [lSHDA DOVWMEY  [Mon-primary counselor added OMET in medisted [completed
[Dz/26m3 FSD-Load Infa | 2P Recipiert Referral Date:10/24/2005 Wark Status DD Mandatary
(102708 FSD-Load Info | [CAP Recipient Referral Deter] 072452008 Wiork Status:DD IMancatory |+

E:Eé_ Print List

Figure 2. Seeker History Module/Seeker Services Tab/Ascending-Descending Option

You can right click in thé®atefield for an option to sort the information in ‘&waling’ or
‘descending’ order.

Toolbox 2 (Production} - Seeker Histories

Edit | Help

CYIHMA AECKLE « »m

Seeker Services | Cha nts.

Dizplay Options Courts

Training Weeks
¥ Service History [ Tasks [ Alerts DD R_e_ferrals:i a Placemerts:| 0| Remedial] O
W Carrespondence . ¥ Appoirtments [V Enroliments Self Referrais:] ] Servicest| 4 | Ocoupational] 00
[V ijorkshop MNotices [¥I0SL Referrals | FSD Work Status Employer Referrals:| 0/ Scratch Paris: | al
Total:i 04
] Cate | Type of Service l Counselor l Description | Resufts

1 Enr et -
1207108 [FEDLoad Infe | AP Recipiert. Reeterral Date:11M5/2008 Work Status:55 [sanctioned
(11243 Correspondence |ROBERTEOND __ [Post Envoll Resngagement Msiled
1120109 {Carrespondence [LORIWLBURN ____[Post Envall Reengagement taiec
1141009 |FSD-Load Info | |CaP Recipient Referral Date:11/06/2009 Wiork Status: 55 Isanctioned | &
11088 FSD-Losd infe_ | (GAF Recipient Referral Datz 11/052008 Work Status:55 [Sanctiored
(1027i09 [FSD-Loadt info.__ | AP Recipient Referral Date:10/26/2009 Wiark Status: S5 _fSanctioned
[10:21/09 |Carrespandence |[ROBERT BOMD |Post Enroll Reengagement mailed |
(1072018 |PSD-Load Info_ | _|CAP Recipient Referral Datz: 101812009 Work Status:SS Sanctioned
{1011 3/09 Carrespondence (ROBERTBOND____[Post Envall Reengagement taied
10509 {FSD-Load Info | |CAP Recipient Referral Date:10/02/2009 Work Status: S5 |sanctioned |
[1005m9 [FSD-Load Info | |CAP Recipient Referrsl Date:10/2/2003 ‘Work Status: S5 Isanctioned |

(09¢28/09 [FSD-Loadt info__| |caP Recipient Referral Date: 09/25/2008 Vork Status: 55 sanctioned |

|

Figure 3: Seeker History Module/Seeker Services Tab/Print List Button

Re

5. For a printable list (Seeker History Individual msaction) of th&eeker Servicesab

information, click the<s st | button.
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EO2BEEASE

121109
Page 1

Seeker History Individual Transaction

Hame Date

LILLAMA, AGUIRRE 120408
02rane
omoae
D&
DErz1/09
1071309
102109
112009
112408
120809
0sMang
120208

120408

011509

0oae

¥a00e
0arane

Dar2aing

DEDS0

0% 1602

o e ]

§ 8 F§ @ §E§99989888¢8¢

Task

Task

Task
Task

Descrption Rasults

]
?
;
B
i

Figure4: Seeker History Individual Transaction List
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Services (Activities)
Entering services into the ‘Employment Plan’ tab.

E2 Toolbox 2 (Pruductmn} Employment Plan

*Start Date:(TERERRE Closed| | | =
'0N€1-§434DS1 oo ICustomer Service Represertstives |
Goal: et her high school diploms and employment E‘
3b [ =
L, & Justification: Lyants to support her child !rﬂ
3c LM =
| ObﬁBCﬂVE'iEmploymerd | Start Datedl 11709
4 SEJVICB 1CAP Unsubsidized Paid Employment | Hours:| 22
FEIN| | Harly Waga, i 725 Acluﬁlstarmaie 11r1 709
I g o Add Task |
Tazk 1 [Subrway E, — Del Task
Endl Date: Cutcome: e
i bte] cemed — Del Service
Objective: | | Start Date:jq 11909
- Serie | Hir: A

[ schedue | @Pﬁmplm] + Mewe Plan | == DelPlan Isavg | 3¢ cancel |

ZFEmployment

|—CAF’ Unsubsidized Paid Employment

i Service| [ Comments £ Veriicator]

FSD Months on TAMF: 3
A\-"\'EPIC\?\'EP ot Set. -
Max After TQ@‘DS.I
AWERICYWER Comm Ser
Maz: Bejar&?.@l.@ﬁ il
Care 200
Nar-'r—-:'i:ara_;! al

Training VWeeks

FRemedial 1

IOccupatIoriaI i I

Totak] 0

$ Paymert | @ DESE |

ate.ofthe EI'['I[:I|I:I'"'I'['IE!I'It plan

! l |

Figure 1: Employment Plan-Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on [B Employment Plan/Enroliment icon.

2. Access th&amployment Plantab.
3. Complete the fields of:

a. O*Net (double-click or press the F2 button),

b. Goal, and
c. Justification.
4. Double click in theDbjective field.
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By Ohjective I Service Tree Hey YWiord Alphabetically

6 Ohjective:| Job Search Assistance -
ervices §F Activities Service Definition
CAP Job Readiness Participation in workshops dealing with resume | =
|C'a\p Job Search Azsistance writing, interviewing, interperzonal relationships
|Job Search Assistance in the Wo_rkplace, as_ well as emplo\;e.r .
— expectations regarding dress, grooming, ethics,
IPreJ‘PDST- Employment Training Workshops responzibility, etc. CORE CAP Activity.
| - ~

8 @Selec’f | '@ Close |
Figure 2: Employment Plan-Enrollment Module/Employment Plan Tab/Services Screen

5. A Servicesscreen will pop-up.

6. Select the appropriat@bjective.

7. Alist of Services/Activitieswill appear. Click on the appropriggervice (When a service
is highlighted, a brief description will appeartire right field.)

8. Click the £#s=et | button. Th&ervicesscreen will close.

B 1o0lbox 2 (Production} - Employment Plan
File: Edit I tion | 15 Lility Help

ALORIVARS S HMR BIECKSB 4 )

IZFEmployment
Closed:| ] 4= L¢P Unsubsidized Paid Employment
S Ohlet:{43405100 |Customer Service Representatives
¢ Goal get her high school diploma and employment
& Justification: {yvarts to suppart her child 10
LMl
Oiective|Employment stareteft ool | 1] 14
Service: [CaP Unsubsidized Paid Emplaymertt Hours:{ 22 -
= hE ” % b (] P,
- . y Add Service Comment Werification
FHN:{ | Haurly Wage: 1 725 Actual Start I_Z)a‘te;}ﬂm?mg;’ + S ? | S SI L5 |
AN Cl‘lhf’: + AcdTesk | Training Wecks
Task 1: z |
— ey 12 = Dellesk | 1 pMontnson o M) N
ICWVER Comim Sery ; ; .
h o Miace Adter 7/2400] ?Szjorccupational:i A
End Diate; Qe 5 : | +
nd Dte: | ome: | — DelSenice| Amgm;fs;"gfsg’j &1 :
- 2 T : ’ 8 ! Total51 i
Obfeqivé:i Start D'ate:j1__1 Aang! 13 L .Core.! 201
Seruice |  Hewesl A Nan-,Core;! o
B schedule | &% Pririt Plan | o Mew P1a_n: == [l Plan @ Save. | B Cancel | $ Payment | @ DESE |

9. TheObjective andServicefields are completed with the selection made.
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10.The Start Date field will display the current date. If necessarlgange to the correct date.

11.Complete thedours field.

12.Enter anActual Start Date, if applicable, to allow the service to displaytbe
‘Verification’ screen for entry of actual hoursThHe CAP services that do not require an
Actual Start Date are ‘CAP Assessment’, ‘CAP Conciliation’, ‘CAP @&fiParticipation’,
and ‘CAP Temporary Waivers'.] Th&ctual Start Date must be equal to or after tistart
Date.

13.Click the (£ button.

14.1f the Employment Plan tab is full, you can prdss # #ssevics hutton to add additional
‘objective’ and ‘service’ fields.

15.1f a service is entered in error, you can press= taserize hutton to delete the service on the
same day it was entered.
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Pre-Enrollment Conciliation Service
Entering a ‘Pre-Enrollment Conciliation’ service t8ossible CAP Recipients and Possible CAP
Voluntary Recipients.

B Toolbox 2 {Production} - Seeker

niame and Addresz Information 'iﬁéi-l'ing Address:

crnrer L I 3602 E 15TH ROAD |

Phone humbers |

Home: (41716251549 Gelt| ey ox rasss | B
Wiiork: Other:|(4171434-5263
ork | e |(417) | [ Bad Address [ Homeless Emil: |
Perzanal Infarmst - Seeker Status L = =
e il Status _ Date Last Update:
Dates of Birtte| 11011953 | [ in Schoel ™ Disabled Emp Exchange:{inactive [10/23/08) e
agef 26 | [V Searchable  — indiviclual CoseManagemertnactive | MextApet| | Timel [
i ; Repid Response | i e i J— I
.Gender:{_l':_ I/ Share resume sl B s Year Beg D‘l:1|nadive I et Task: I

- - d Ma
Citizert| ¥ [ Migrantorker [TDecessed e it ]

) ) i . Actual Enroliments Pozsible Enrollmarts
Al Feg 4 J el .| sppiDfi7azess |

- Veteran]n mitinn = = r—.
A ). - | TS

|— Recertly Separated Served From| Served To | : g I
T Served in Campsi it £tvices Provided - : :

sl_ : L i | Date Type of Service Employment Counselor

iy .On Sy I:Rl’esur.’r?e) = 0341 305 A =zessment CINDY CARRICO

[ Service Ended by Dissbliity == - £ i

l_ Spouse of Deployed GuardfReserve or spouse deployment ended withe past yr

Brénéh:i:]_ [ Status “erifisd } - % - {

‘Saurce: KM BATH | T Partisl Sesker : @ oweonin | - (rswe | e |
[ Restricted I_.Secandar_y.(:ounsaor

first narne

et

Figure 1. NotesModule

Step-by-Step:
1. Clickon ¢ Notesicon.

Search Criteria 3
Note Caegory: ] i ek & A

Counzelor: | =
Date:,— ) ,— 7] Search == [elete

| Diate: |Note Category | Subject Counzelar |FIIW-Up Ot
[ Customer CorflCAP Recipient Orientation; Ma Call, Mo Show JEMMIFER PLILEF, - =
[ lngiz608 | Custamer CortiMissed Appointment CINDY CARRICO
[ 08413108 |Customer Cortfimmediste Engagement CINDY CARRICO
[ |n@in4/08 |Customer Cont|Scheduled IE CAP Applicant appt. KIM B TH

|
|
|
[hzn2i07 Mote Oty | |
[ 20207 uote only | |
|
|
|
|

[ o237 ate Only |
[ 1052307 Mote Oty |
[ 1mi23m07 |case Review |Conciliation hote
| | I

1]

Jennifer vwas & no call; no show for her appaintment this morning. A3 & result, Hried to contact Jennifer. The number listed in toolbox is =
disconnected. Az a result, | was unable to lesve a message.

4

it Select Al | Deselect Al (£ Frint |

Figure 2: Notesfor Seeker Screen

2. TheNotes for Seekerscreen will pop-up.
3. Click the ##= | putton.
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’EEJ Create Mote for Seeker -

*hiote Category: | Customer Cortact
cb ® Date: [09/2309 * By MY R& HUHMANM
Subject: |F're-Enr|:|IImer|t Concilistion Service

* plotes: |C|:|n|:iliatil:ln

5c

|*

1

Follow-up Date: | W B Closs

[ Print on Save

Figure 3: Create Note for Seeker Screen

4. TheCreate Note for Seekescreen will pop-up.

5. In order for the ‘Pre-Enrollment Conciliation Sex@i to be sent to FSD to generate reports

on recipient activities, you must complete the qaste as shown above in Figure 3.
(Conciliation is not a countable activity for thedkral work participation rate.)
a. In theNote Category, selectCustomer Contactfrom the drop down menu.
b. EnterPre-Enrollment Conciliation Servicein theSubjectfield.
c. IntheNotesfield, enterConciliation.

Note: The ‘Pre-Enrollment Conciliation Service’ willmain open and sent to FSD until: 1) T
‘Recommend Sanction be Lifted’ alert is sent to F3DThe Recipient is enrolled into CAP; o
3) A ‘ZZ referral is received from FSD.
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Teen Parent
Identifying a teen parent.

B Toolbox 2 (Production} - Employment Plan E]E”z]
Eile  Edit i elp

S/SERA BECKS® « b @

'EE Employment

2 Enrollmerit pr
~ Eligible Enroliments: - - — — I
| - DIAD Elgibilty | Retferral System Programs | Refbt DCH D ?’I’aerdﬁfo'] 3a
B [ = M | I A |
= | = | [
r 1 C | VT DI
= 1 = | | T T = [ show Closed.
l_\ﬂewithate:I B2 - Other Potertial DD Programs = & A
] i = Dilete
L Eneall 5 Acreement |

|StartOt | EndDt | Teen Two | Outooime =

[ ecipient | r-.-1:aru:i:atn:l.r';.-'.

I~ Show Ciosed

EllE e =RE |

¥ Externial Counselor

Record: 111 208CE

Figure 1: Employment Plan-Enroliment Module/Enroliment Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. TheEnrollment tab will display.
3. There are two fields (if either is checked) thantify the client as &een Parentthat are
located under:
a. Referral System Programs
b. Actual Enroliments



Teen Parent
Sending a ‘Teen Parent in an Educational Activatigrt to FSD for TA recipients. (This alert is
not sent for TA applicants since FSD will be givtkrs information at application.)

B Toolbox 2 (Test} - Assessment

File: Edit Mavigation Options  Utility 1S

"BE BECKSe

u il Edlucation TEERET £ Finan = ._ E cniEl Ll 135
Assessment Date: 0105109 Last Update Date: (0105009 Employment Skills | Aptiuceiabity Tests
Education History — R — r_‘—d_ummmhd_‘; = | Test Type. [
Highest orads completed?| 04................ = | Gurrentiy in Schook o =] | D Testpate] |:|
iWoult_:i ol like tooltain your high school diploma or GED?J Yes '| '~ Resuts: |
Do you have & learning disabiity ? iN_g - ] s Acd = Delete = fcld - Delete
‘Wit did you like about school? hhe ok - Education lssues
Yt did you dislike about schocl? teachers LEPESL:
L " ; = : E Describe: I i ) i ]
Are there any training programs you started but didn't complete?:I Pl grart statie: ‘r'r':]__:. Amt]—_,

i Training Pragram .}Reason for Leaving |Exit Date + il Describe:{ i | B Firancial &id
1 i :: - Delete Licenses and Cedificates
|

. Training Completion Cerificates :
Are you interested in mave training or skil enhance_merrf?i:] | L= Add
51
Desctibe] | !: = Delete
SehookNORTH EAST = + i ] Type | Licensesferificate ]1 Date | 5t
i
:Cﬂy:]KANSAS CITY .Stah?.’.1MO i = 1=
s - = [elete | |
Major:| Q 3
Degree: Completion Date: = St =} Aditionsl == Add | = Dilete |
L Print CAP Assesament | 7 IE. Swve | X Cancel |

arm the LOY the highest gradeth et completad fale]
111 | | |

Figurel: Assessment Module/Education Tab

Step-by-Step:

1. Click on ¢ Assessmenticon.

2. Click on theEducation tab.

3. Click on the & button to access tBehool Information Screen

Schoal: |
Address: ||
City:| i
Start date: l— Attendance: I:I 5
End date: l— Degree:

’B Cloze 6
Figure 2: School Information Screen

4. All fields excepteEnd Date must be completed in order to send the alert. Staet Date
must be completed in a mm/dd/yy format.]

5. For the fieldDegree ‘None’ must be selected.

Click on the 8 %= putton to exit the screen.

7. Once back on thEducation tab, click on the £ sav button to save the informataonl
to send the alert to FSD. This alert will writethe Seeker Servicesab within theSeeker
History module.

o

NOTE: This alert notifies FSD the teen parent is ino&tlso the months while (s)he i
in school does not count toward the TA 60-monttilhe limit.
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Teen Parent
Sending a ‘Teen Parent Niotan Educational Activity’ alert to FSD. Thisea should only be
sent if a Teen Parent had been participating iadartation activity and then chose to no longer

continue.

Toolbox 2 (Test} - Assessment

FE&

File: Edit ility
E t Education £ ; | Screen ieathiT! 3
' % illz tachea bilf 2=t
Arssessment Date: (0110503 Last Updlate Date; (010503 SRR P b Tt =
Educstion History: 1 (Bt T.ype.\ i
Highest gradle completec?| 0 .| Currently in School: IND v| | | | Test Date: |]
i\u'\.l'oult_:l sl like tor obatain your ol diploms or GED?J Yes '| | > RBSUHS:i e
Do you hiave & learning disabilty ? iN_o - I =i Add =~ Delete = fdd = Delete |
Viyhat did vou like about 2chool? hhe weark - Educetion Issues
Wyt did you dislike about school? teachers LEPESL: ]
' ' Desoribe: |
Are there any training programs you started but didn't complete? w Bel Gttt shatiie, Yr:]___h. Amt]—_:
i Training Program .}Reason for Leaving [Exit Date + i Desctibe: { ] B Firarcial aid
1 i I? = Delete License= and Certificates -
. | Training Completion Certificates i
Are you interested in more training or skil enhence_rnerr[?‘j | [ + Add
=
Describe)] | l: = Delete
SCheGI:iNORTH EAST = + WG ]I Type I| LicenzeiCertificate ]l Date | St
[
City: [kaNSAS CTY State:mo |- =1
: - = Delete | =
Ma’je_r:| Q 3
Degree: Completion Date: = %_ =} Adetional J_‘ e Al = Delete.
éi Print CAP Assessmernt | 7 k’: Save | 3¢ Cancel |
tfrarm the LOV the highest grade the customer completed in school | |

|
Figurel: Assessment M

odule/Education Tab

Step-by-Step:

1. Click on # Assessmenticon.

2. Click on theEducation tab.

3. Click onthe & to access tl8ehool Information Screen

Schol: [POTOSI HIGH SCHOOL
Address:[123 Patosi Drive

City: [POTOSI Mo es055
=tart date: |05y 909 attendance:
4 P End date:[10m100 Degree:[BE
B Clozse 6

Figure 2. School Information Screen

4. Complete th&and Date (mm/dd/yy format) field.

5. Update thédDegreefield if appropriate. For thBegreefield, ‘None’ can be selected if no
degree was obtained. All noted fields must be detagd in order to send the alert. [The
fields School Address City, Start Date, andAttendanceshould already be complete from
original alert.]

6. Click onthe® == putton to exit the screen.

7. Once back on thEducation tab, click on the £ save button to save the informataomal

to send the alert to FSD. This alert will writethe Seeker Servicesab within theSeeker
History module.
A| 91
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TRE Payments
Authorizing a one-time TRE payment for applicants.

otice: | Plan:| 1 |af | 1
S — E D ‘ |'—| SHlok Search Assistance
@ tart Dete: [ TEREIIE Closert | I i L¢P Job Search Assistance
*OMiet 43505103 l_S.t.‘?E!‘..E:.'E'.'E?.' Stockroom, Warshause, or Storage Vard _|
*‘:'GE:@: To obtain employmert incwarehousing . :ﬂ
5
- # Justification: | Gaining employment wil lead to self-sufficisncy. ﬁ |
Ll =l
Objsctive:|Job Search Assistance | Start Date:11/1 603 T
Service:CAP Joh Search Assistance | H'ﬁur_éﬁi 55 /l 3 :

FE| | Hourly Wiage: | | Actual Start Datesl1qema + Add= Comments; [ Verfoston
R : . '_':@lﬁf_’ﬁbf. e s J $ JAP‘D"CWTR%  Training Wesks
Tazk 1l will submit & completed job search log on 11/23. - FSD Morths on TANE: || e |

B ) AAEPICIWEP Comm Sery . omedebl

o - e el
Encl Dte: | Dutcame: | AEP) I

: Mas Before Tr2403 S ¥

o B Totei| 0
Objective:| | Start Dates)11/17.00) o |
Seriice:] A s Hon-core| |

$ payment | G EsE |

[ scheduis | (§ PrintPlan | o New Fian — DelPian | (% Save | 3¢ Cancel |

Step-by-Step:

1. Click on the & Employment Plan/Enrollment icon.
2. Click on theEmployment Plantab.

3. Toissue applicant TRE, click th'$ #sicartie  button.

‘ TRE Created!

Figure 2. Applicant TRE Screen

4. To confirm payment, click th button.
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Toolbox 2 (Test] - Seeker Histories
on Optio Ll

-

Address

112281 BEDFORD PL |
l |
[MARYLAND HEIGHTS C [Ea0431201 |
Desctigtion’

Figure 3. Seeker History Module/Payments Tab

Record: 11

5. To verify the payment was issued:

a. Click the M Seeker Historyicon.
b. Click on thePaymentstab. (TheStatuswill remain ‘Pending’ until the TRE is paid,
based on the TRE Payment Schedule.)
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TRE Payments
Authorizing TRE payments for recipients.

. Toolbox 2 (Pruductlun} Empluyment Plan E]@E]
@ BECKSE 4

;I—“? Pran:j1_iu‘f]1_‘ ‘ ’

[” Show Closed Services | Showe Closed Tasks  EO Notice

Ghlob Search Aszsistance
n . | ] %
Closed:| I 11 Lcap Job Search Assistance
'ONB‘-1435081°3 {Stack Clerks- Stockroam, Warehouse, of Storage Vard |
* Goal T obtain employmert in warshousing, ‘L‘
(=
# Justification: airing employment wil lead to self-sufficiency. "_ |
LMl =i
Objeciver|ob Search Assistance Start Date:{1116/09]
Service:|CAP Job Search Assistance Hours:| 55
FEIN:T— Hourly Wiage: r—- e 1—1 AT + Addd Serwce| Comment# B Verlflcatlﬂn‘

Cam Bl Tesk || J b
Task 15| will submit leted job hl 11123, [ Gar J $ ApplcantTR Trairing Yesks
‘ will submit & completed job =earch log on =] — Dol Task e e oy
]—- e | AMWERICIWER Comim Sery- ;
! s Aiter ?;'24,@9]— ‘Occupational

End Date:| Outcame:| T ;A\:’\I'EP.I'CI-'\JEP Comm Servi—
T et B2 b= Before 724031 ! To‘ial:;_ﬂ-f
Objective:| Start Date:i1__1_,.f_| 703! 3 Cor_e:i | ———
Zeruires] Hejws Non:cw_e:i. ) I
m.schedu{e_,‘ fé PriritP,Ian‘ o neyy Plan| = DelPlan .Save\ ‘ 3 cancel ‘ $ Payment I ) DESE I

Start Date of the Employment plan | |
! | i | | | =

Figure 1. Employment Plan-Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on [# Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab.

3. Click the $ Pamert | hytton to access the Payments screen.

k Transportatio

Date Range: | - Total Al TRE's: 50.00
\ autharization Date:

Paymept Detail # Payment Address
Amourit Amourit
7 Saturday Saturday |
Suncday Suncay |

honcay l_ honcay l_ | |— |
Tuesday [ Tuesday [
Wednesday l_ Wenesday l_ Murmber of Days:l—
Thursday l_ Thursday l_ dmourt:[
Friday [ Fricay [

Service iﬂ.mourrl4 9
8 | | I}]f

| | | -

. 10

i @ Save | ’8 Close
Figure 2: Payments Screen/Transportation Tab
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8.

9.

10. Click the [

Select thélransportation tab.

In theDate Rangefield, select the week TRE should be paid for fithve drop-down menu.
Once a date range is selected,Al¢horization Date field will populate with the current
date.

In thePayment Detail (date) fields, enter the appropriate amount of T&Eto the $5
maximum, for each eligible day. The dates will plape to the screen, once you have
selected the appropriate two-week payment perfdTRE payment should not be entered
for a particular day unless the recipient was @A service for that day and was meeting
requirements according to the “TRE” policy.)

Double click in theServicefield(s) to access a list of CAP services avadabllink to the
TRE payment.

Enter the amount of the TRE associated with theeeinto theAmount field.

button.

NOTE: TheTotal All TRE's field indicates the total amount of TRE authoriaed sent to th
client to date.

B2 Toolbox 2 (Test} - Seeker Histories

File: Edit

| Expense Coda J “endor 1 Status |

03i13ma) ||__,__11|4 030609l

Inzs18m9] |
{11008 110108 11408 2500
f1nomsh1aoos 2500

|
|
J 1
1
|
I
|
|

ching
MR HUHMANN JAutomoblIe Repair JZEMAN TIRES & VWHEELS & Pendlng

HAYLEY KREYMER | |sent |
H&YLEY KREYMER

_MRE
25.00[TRE
25001TRE

|sert

|

1
i
i
{
|
A
{
|

J
oo
1
1
|
]
1
|
1

1

I I

1 [ [

[ | 1 1 I
— I | |
| l I A
1 | 1 1 I
| l I I |

-

{

.&mt___' ]_-KWT Address
Sat 02021109 =] Sat 022809 l_‘- 11E51 W CROSELAND ST i} Document Mumber: (05229912735
sunozezos [ sunosmiog| | | Check Number[
Man 0262309 I_ Mon D3/02/09 ]_h iOZARK i :Mgiﬁs}'m 7335 Reconcile D'atej—‘
Tue 02/24/09 ’_ Tus 03/03/09 ]_; Descrlpﬂan Check :&m'ount-:l—
Wed 02125109 [— Pay MethoctEpT

Thu 02526109 Thiu DS.I'DS.I'DS
Fri 0252703 1 ; Fri 031'05.039

= Delete

735; OM-ERROR trigger raised unhandled exception ORA-OE
i |

Figure3: Seeker History Module/Payments Tab

11.To verify the payment was issued:

a. Click the B Seeker Historyicon.

b. Click thePaymenttab. (TheStatuswill remain ‘Pending’ until the TRE payment is
sent to the EBT card, which is 1 week prior tori@ney being available on the EBT
card.)
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Two-Parent Button
Identifying a TA applicant or recipient as parteofwo-parent household.

Toolbox 2 {Production} - Employment Plan E]@Hg]

File Edit M

) . A | Show Closed
r l — --: Cthier Potential DvD Progratms: | Add
Vexiw\-l})ﬂateai | m ffa: y
= |I:| == Delete
4 ol & Aareenert
~ Actual Enraliments
_ : _ StartDt [EndDt | Teen Two | Outeame |
CAP Recipiert | Mandatory F| ] ?\ —" : Oopst
| O =
| ' | 3b | T Show Closed
| | T d
| = =
[l il -
v Externial Counselor TwaParert$] A

Recard: 141

Figure 1. Employment Plan-Enrollment Module/Enrollment Tab

Step-by-Step:
1. Click on B Employment Plan/Enrollment icon.
2. TheEnrollment tab will display.
3. There are two fields that identify the TA applicantrecipient as a part oflavo Parent
household under:
a. Referral System Programs
b. Actual Enroliments
4. There is a ™safxet  putton, to switch between the TA applior recipient and the other
parent.
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Toolbox 2 (Production} - EmpleesotBlin

Street Address

2L |oreeEn
- Phone Mumbers

18399 LEGTON LM LOT 9

Ho me_ (BE0)281 3600 .JOBJP (GE0)723-3364 RS AN M(‘:‘ 155355_5?45 l l_‘l
: Cther:|(E60)596-4874 | B i e o %&3 Erl]
Personal Irifarmistion  Secker Status _ T
Date of Binth 071271979 | In School [ Disabled Emp Exchange:[active |05/ 708] 011203
i i Caze h‘lanageme.rd Sctive | et .&}op{ | Tima!i |
% = : Ll'lEIEI'J Year Beg [ 1Inad|ve | ez
l_rJndoc :’-Ulsn [ Deceased o=

inlefd ctual Enraliments:
pID i‘l 3256380 PDSS et
LEp i_ o Recipient|Mandatory:
iDDD1 700394
L ) Be

- T‘r_amfﬂmi v| T Parent
Served From| Served To | =t
Dats |  TypeofSerice Employmert Counselar |
[] N 00BAE [ ssessment D44h DECHER =
{09008 |ssessment D AWM DECHER I+
]_ Spouse of Deplwad Guardeagen(e orspeum ,deploymem' endedmrtha paS't T jDBJ‘HIUS I EROOKE MCKINMEY |i
5“‘5!.“-'?"’!:]. [ Stetus Verified | [ngmnmaliob Referral RUTH LESMEISTER =,
- Source: iANGELA BURRIZ | E'.,é-ﬁia.! -._Sﬁekéfi.‘-. - @ T |
[ Restricted [ Secandary Counsslor REt

s first name
11

Figure2: Find Seeker Module/Seeker Info Tab

5. To locate the other two-parent button,
a. Find Seeker #,
b. Seeker Info tah and
C. [ TwePsent hutton.



Entering the Default O*Net Code for Two-Parent Hougholds
Using the default O*Net code (10-0000.00) when e-parent household is referred to CAP for

Immediate Engagement and only one parent comphéso applies to conversion records. This
information is also explained in the ‘Default O*Nedlicy’.

If approved for TA, both recipients will be refedreo CAP (unless one or both meet an
exemption/exclusion). In order to enter the ‘CA#&nCiliation’ service on the Employment Plan

tab for the parent who did not comply, the O*Nededield must be completed with the Generic
O*Net code.

B Toolhox 2 {Production} - Employment Plan |Z|@®
File: Edit Mavigation ‘Options Dility WO LK Window H
_ ] propristeness | Emplayment Plan l" 5 ] u i e ‘] .
[ Show Closes Services | Showe Closed Tasks O Motice: [ | P]ah:{?: af FI..__ ‘ ’
art Dat 03 Closet| [ e
*OMet [ D00000n [Detaut Onet =
Goal converted [&]
3a =
rT——=llieation: | coryerted ::_'
3b \_v.i
——.Lféri__ | Start Daterlnsi2mg)
Service: Hours:
{- 1_‘ = Add Servjc:el Comm_erdsl ﬁ \_u"ériﬂ'caﬁﬂnl
< Add Task |
T i o Training Wesks
_ _ = DelTask | epmornsonTANE 41 Remedial]
e B = DekSer\ficeJ AWEPME_P'& . Occupational:i |
- Comm; Serv. Mese | Rl .
Comments: s Two Parents household 20 hours reguierd. "A_' Fed. P'.ér‘[it;ipaﬂp'nlmihji i . To{als’_ﬂi
= 1 Core;i a0 —
g | et )
il 'Nqn;CUre:i_ 5
B S'jchedule,| ﬁ Print P\'Ian| +'Ne_W.P13_r|: == [l Flan |@ Save | 3¢ Cancel | & Payment | &) DESE |

date ofthe Emplaoyment plan I |
EE core: 18 _|_| ol | | '=:':_"E:':::='7

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. On theEnroliment tab, entefL0-0000.00nto theONet field.
3. Replace the word ‘Converted’ with ‘Conciliation’ the:
a. Goalfield and
b. Justification field.
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Verification Screen

Actual, projected, excused, and holiday hours atered on the ‘Verification’ screen. Hours for
the £'through the 18 of the month must be entered no later than tfeo8@he month. Hours
for the 16" through the end of the month must be enteredteo han the 1% of the following
month. For complete instructions, refer to the ’CActual Hours” document on WorkSmart at

https://worksmart.ded.mo.gp\Services/Programs’, ‘CAP/TANF’, and ‘Memos/Legénfo
Alert’.

NOTE: The ‘Client Mass Verification Entry’ screen loedtunder the ‘Options’ menu is orjly
used as a tool to review hours entered for a @k |Donot use this screen for entry of
actual hours.
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Verification Screen (Actual Hours)
Below are instructions for entering actual hours.

B3 Toolbox 2 (Production} - Employment Plan

ation Optians. Liility

' IZFEmplaymant
[
#Siart Date: [TERER Clo$edli i ] 5= L¢P Unsubsidized Paid Employment
0t [41203100 Retsil Salespersons |
@ Goal i To find & part-time in any fisld.
# Justification: |participant has a yvound child and fesls part-time would
LMl family. 2C
28 b Empomen Start Date 116109
EF\IICEZICAP Unsubsidized Paid Emplayment Haurs:| 25 2d + Al Servi | e ntsl [ l
T 1 - S S —— " A dld Service Ommer B erific Taly]
2b FE'N-]_ | Hotirly age: 1 | Actusl Start Daie5}11r15 I el || AN B
] Training Weeks
-1 2e FSOMorths on TANF 241 pop 4
| BWERICWER Comim Sers:
S e . | Ma: After ?324.1139.1 83 O‘c:cupatlonali I
nd Date: | Outcome: | — BelSenvice] EA'I?\IEF‘MP Comm Servi—'-.
= Max Before ?.l‘2_4.039'. - Total=;—0:
Objective:| Start Date:{11717.0a) | Corei] 200 : :
Cepice | Hnllr&E i Nan-.Core:! o
iz | S'jchedule| @ Frirt Flan | +'Ne_W.PIa_r|: == [l Flan | @7 Save. | 3 Cancel | $ Payment | ) DESE |

te m' the- Employment plan
|

Flgurel Employment Plan- Enrollment Module/Emponment Plan Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab and complete the fields of:
a. Objective,
b. Service,
c. Start Date,
d. Hours, and
e. Actual Start Date.

3. Click the [¢ button.
4. Click on thel & vedtestion  putton to access the ‘Verificationteen.

Monitor Period:| 0372009
5 Ek Encling

| Service |Start Ot ExpHrs] 0306 | 0343 | 03720 | 03027 | Awg.
[CAP b Search Assistance e N— [ |

[CaP Unsubsidized Paid Employment [0z1ome| 20 6 | [ [
|E><cused | | | 0 | EI| D|
Helidtary | | | ol o[ ol a

| | | | | | | |

| | | | | | | |

| I | | | | I |

[ of of of of o

Documentation -

O3I06; = o

g::;g:ﬁp :Iax:| 75| Core| 20 Mon-Core:| 0 @ Sawie |8 Clase |

Figure 2. Verification Screen
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5. From theMonitor Period field, select the appropriate month that you anegto enter
hours.

6. To enteractual hoursfor a service (example CAP Job Search Assistadoelle click in
the desiredVeek Endingdate field. [The system only allows access to k\lereding Date
fields for dates within the services Start and Hatés.]

Hrz.
Saturday (02728

Sunday (03011 |

7 Moneay (03102)
Tuesday (03103

4
4
Wednesday (uaij_ﬁE
Thursday (03/05) 4
ﬂ Friclay (0306 4
O Save | 8 Cancel |

Figure 3: Daily Fields Screen

7. The week displays.

honitar Period:
Week Ending

[ Service |Start ot [Exp Hrs | 0306 | 0313 | 0300 | 05327 | fvg.
[cAP Job Search Assistance [ozmzma] 2o o] [ | |
[C:4F Unsubsidized Paid Employment [pzroma] 20 [ [ | |
|Ezccused | | | 0| ol o 0|
[Holicizy | | | 0| of o| 0|
I I I I I I I I
I I I I I I I I
I I I I I I I I

L )| o] )
Documentatian “
D306: 10 =

g?;r:ﬁjﬁ?h&nax:I 75| Core| 20 Mon-Core:| 0 @ Sawz IB Close

Figure4: Verification Screen

10.Once all hours are entered for the month, clickl:
11.Click the B e | button to close the screen.
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Verification Screen (Projected Hours)
Below are instructions for entering projected hdorgaid activities.

B3 Toolbox 2 (Production} - Employment Plan

ation Options. Liility

IZFEmplaymant
CIo#ed:i . ] 6= I—CAP Unsubsidized Paid Employment

#Start Date: [PYRRR

#0Net: 41203100 |Retai| Salespersons — |
@ GoaliTo find & part-time in any field.

LMl family .

# Justifisation: |particinant has a vound child and feels part-time would b 2C
A

Obisctive! Employment Start Date:f1 171509

2d

2b >SEF\IICEZIQAP Unsubsidized Paid Emplayment Hours: 25 + A Servi | = ntsl bl o 'f'aﬁdl
. ! 3 - s . 1 od Service omments g7 Yerification
FEIN.] | Harly Wi e,j | Actusl Start Daie.}ﬂn A9 i 2
L e e o " e Add Task || AL
- : ‘Training VWeeks
= Del Task | FSDMonths on TANF: 24 Remeditl |
2e | AWEFICWER Comim Serv—— i
il J e { | V\IEPNW Atter ?Qggggj_ 83120‘ccupational:1 _J
no Date: Outcome: : | | AWEPICWEP C.om_m_er.v’—'-;
i Do ] Max: Biefore 7/24i08: = TotaI=I—U:
Objective:| Start Date:{11717.0a) | Corei| 20| - :
Cepice | Hnllr&E i Nan-.Core:! o
iz | S'jchedule| @ Frirt Flan | +'Ne_W.PIa_r|: == [l Flan | Save. 3 Cancel | $ Payment | ) DESE |

Figure 1: Employment Plan-Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab and complete the fields of:
a. Objective,
b. Service,
c. Start Date,
d. Hours, and
e. Actual Start Date.

3. Click the [¢ button.
4. Click on thel & vedtestion  putton to access the ‘Verificationteen.
—

i
Monitor Period:
Wieek Ending

[ Service |Start Ot [Exp Hrs | 03m6 | 03#3 Losog | 0am7 | ave.
[cap Job Search Assistance [oznzma] 2o o | 6 i

[P Unsubsidized Paid Employment [0zromg| 20 | = B i
[Excused | | | 0| | 0| ol 0
[Holictzry | | | ol | ol of 0
I I I I I I I I

I I I I I I I I

I I I I I I I I

[ a0 | ol ol 5

Documerntation .

03106 = &)
2?:,:@2? r-&nax:I 75| core:| 20|mMon-Core:] O @ = I B close I

Figure 2. Verification Screen

102



5. From theMonitor Period field, select the appropriate month that you anegto enter
hours.

6. To enter projected hours for a service (example CABubsidized Employment), double
click in the desiredVeek Ending date field. [The system only allows access to kVee
Ending Date fields for dates within the servicesuat Start and End dates.]

(7 g

Bazeling Weeks 8

ek 1 Week 2
Hours: 16 24

@ Save | B Cancel |
Figure 3: Baseline Weeks Screen

TheBaseline Weekslisplay.

Enter the number of hours worked in the first aecosd week of employment as the
“baseline”. If you only have one week of documénta enter the same number for both
weeks. [The “baseline” entry automatically avesaged projects hours for the remainder of

© N

Week Ending
| Service |Start Ot [Exp Hrs | 0306 | 0313 | 030 | 0307 | twg.
[C4P Job Search Assistance lozinzins]  20] 2o | | |
[CAP Unsubsicized Paid Employment [oaromal 20 [ 48] 24 20 15
[Excused | | | o o 0| o
Holickay o) o| 0| ol

Documentation &
03 3 10 (= =] 11

AWERICWEP &
Camm. Serv.Max:| 73 Core:| 20 Non-CDre:| 0 @Save |=8 e |

Figure4: Verification Screen

10.0n the ‘Verification’ screen, the baseline hourpear in red. Click thil? button to
save the hours entered.

11.Click the B ke | button to close the screen.
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Verification Screen (Self-Employment)
Below are instructions for entering self-employmieotirs.

B3 Toolbox 2 (Production} - Employment Plan |:|E|E|
Eile: Edit

[ Show Clased Services: | Shove Closed Tasks  EO Hoti

(ol al>) 4/p)

IZFEmplaymant
+5Start Date: [ [PTRRR Closedt| i | L¢P Unsubsidized Paid Employment
0t [41203100 |Retail Salespersons |
@ Goal i To find & part-time in any fisld. .’ﬂ
=
# Justification: |participant has a vound child and feels part-time woul 2 er =]
LMl family . /i C k_vJI

~Objective: [Employment | Start Datef11/15:03)
j- Séx\llEBZ!(_Z.AP Urisubsidized Paicd Employtent | Hours:{ 25

2b FElr_\g:i_ | Horly Yiage: l_ _l Actual S‘l_éf'[‘l?aiq;l 11608 o e ||

- Add Servics| [ Conments) {5 verification|

~Trai

— Dl Task FSD Months on TamF]  24] Re 4

2e AWERICWER Comm Sery,. :

i ' l Meix Atter ?:24)13&1 53 Ocoupational] |
End Date: Outcome: 2 : AWERICWEP Comm SerV[—-

=" m| Maxﬁefara?&mm : !—‘

. L : !—2-5 ~ Tetak] 0§
Objective: | Start Daterft 117,09 Cor| 20
 Sarvice ] Hesel | = Men-Core:| 0

ESQhedule] @ Frirt Plan] =+ New Plan| == DelPlan | 3 'Szﬁ\ne:k | 3 Carcel | % Payment | ) DESE |

Start Date.of thie ErnpI|:|'--'rr|Er|t plan

Record: 1/2

Figurel: Employment Plan- Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab and complete the fields of:
a. Objective,
b. Service,
c. Start Date,
d. Hours, and
e. Actual Start Date.

3. Click the s button.
4. Click on thel & veiteston putton to access the ‘Verificationteen.
5
honitar Period;
Wieek Ending
Service Start Ot |Exp Hrs | 02706 | 0243 | 02720 |D2l‘2?
CAP Self Employment 0241009 40 <
Excused

o
Holiday P o

0] u]
Documentation
0213 % %‘_-]
SWERICWEP &
Comm. Servy. Maxe| 107 Core:| 50| Non-Core:| 5| @ A l@ ClesE l

Figure2: Verification Screen
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o~

From theMonitor Period field, select the appropriate month that you anegto enter
hours.

To enter projected hours for a CAP Self Employmdatible click in the desiréd/eek
Ending date field. [The system only allows access to K\eading Date fields for dates
within the services Actual Start and End dates.]

s

onthly

Met Income: 1500|

9 >@ Save | ‘@ Cancel |

Figure 3: Monthly Net Income Screen

TheMonthly screen will display.
Enter the applicant’s or recipient’'s monthly netame. [The monthly net income divided by
the federal minimum wage (currently $7.25) dividgdthe average number of federal weeks

¢ button to save the entered income, dbsecreen, and return to the
‘Verification’ screen.

Monitar Period:
Wieek Ending
Service Start Ot |Exp Hrs | 0206 | 0243 | 02720

CAP Self Employment 020 008 40 49
|E><u:used | | | | |
Holictzry | | | | |
I I I I | I
| I I I I I
I I I I I I
I I I I I I

I | 43|
Documentstion
02106:

g?,fr:ggﬁp r-&nax:I 107 Core:| 50| Mon-Core:| 5 10 @ Save

Figure4: Verification Screen

in pink. Click thel button.

11.Click the %= | putton.
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Verification Screen (Excused Absences/Holiday)

Below are instructions for entering excused abseaoe holiday for unpaid activities.

2a

2b

File: Edit

B3 Toolbox 2 (Production} - Employment Plan

I_Sh,ow Closed Services: | Show Closed Tasks  EQ Motice: Plan.{h of r‘h ‘ J

Clo$ed.l . ] (=

*Start Date: | ERRR e

#0nlet (41203100

|Retail Salespersons |

@ Goal i To find & part-time in any fisld. =
=
# Justification: \Participant has a yound child and feels part-time vwould be best for her .I-:-: |
LMl tamily. (=4
5 2¢C
Start Dater} 1116051 ————

f Obisctive! Employment
EF\?iCE'{CAP Unzubsidized Paid Employment

f

= Del Task

2e
End Date: | Outcome:| = -
Objecli\_fé:i _Stén Dater11/17/m00)
Ceariiee] L l-b1_|.lrs::.

EEX

IZFEmplaymant
LCAP Unzubsidized Paid Employment

4 Add Serv_ice| Comm_erds| ﬁ \_fériﬁ'caﬁonl

: Hours;| o5
FEIr_\_l:] | Howrly Wage: 1 | Actual Start Daie;'31r15,~gg;’ 2d — J I

FS0 Months on TAMF: 24§
| BWERICWER Comim Sers:

: Training
| Remd |
Mz After ?Qamgj 83! Dccupstionsl: |

;AV\IEPICWEP Comm Servi——'.

e Biefore 7r24ma;.

.Core;] 200

Nan-.Core:]_ 0

Totalsl o

_S@s’jchedule| o Print Pjan| + Mew Plan == Del Plan @Savek | 3¢ Cancel | & Payment | &) DESE |

Start Date.of the: Employment plan

Flgurel Employment Plan- Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on B Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab and complete the fields of:
a. Objective,
b. Service,
c. Start Date,
d. Hours, and
e. Actual Start Date.

3. Click the [¢ button.
4. Click on thel & vedtestion  putton to access the ‘Verificationteen.

—
erior Pei
Week Ending
[ Service |Start Ot ExpHrs| 1106 | 1143 | 11220 | 11227 | By,
|c:4P Oooupationslivocstionsl Education Trelogzoms| 26 [ | [ |
[Excused | | | ol o
[Holictzry K | a | a] 6
Week Ending l
|7 .
— fields that are | I I I
1 highlighted in [ | | | |
green contain | ol )| ol | 0
S an allowable =
1106: T CAP holiday. Bl
BUNEPICVEP &
Camm. Sery. Max: @ e | 8 Cls |

Flgure2 Verlflcatlon Screen
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5. From theMonitor Period field, select the appropriate month that you anegto enter
hours.

6. To enter hours for Excused Absences or Holidaysbldoclick in the desireweek Ending
date field. [The system only allows access to Weedting Date fields for dates within the
services Actual Start and End dates.]

Hrs.
Saturday (1107) |

Sunday (11/08) |

7 Y— Monday (11/03) {
Tuesday (1140
Wednesday (1141)
Thursclay (11751 2]
Fridary (11/13)

@Save | 8 Cancel |
Figure 3: Daily Fields Screen

9

7. This will bring up a screen of daily fields correspling the Week Ending date.

fonitar Period: | 1122009 h
Wyeek Ending
Service Start Ot Exp Hrs | 1106 | 1143
CAP Ocoupationsliocational Education Tre03/20/09 26
|Excused | | | a |
[Hoictzy | | | ol
I I | | I
I I | | I
I I | | I
I I | | I
|0
Documentation -
11/06: = &

ANERICIER & 10 4 11
Comm. Serv Meel 163 Corer| 20 Mon-Coresl O @Save I@ ClEse

10.0Once all hours are entered for the month, click :
11.Click the 8% | pytton.
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Work History

Entering a Work History.

B Toolbox 2 (Test} Assessment
Eile: Edit

Emplayment H Edducation

A_ssess_merﬂibate: iDSH 905 Last Update Date: 101 HSIDQ ob Seeklng Skillz
P vou have & resume‘?i Mo 1CI|ent stated that she does not have e
: -]- Al

Employmert Histary ——
Jhich methods worked best for you‘? 1CI|ent stated that she does face to £

Employer
x Desc:rl'be Yo‘ur typical interview ]Cllerd stated that she does not feel like she

eect help preparmg for interviews? ]Chent stated not at this time.

4C jing  Skills:

Joh Title: \Cashier
oyt Diate: 1101 /07 Efel Dste: D3 ms Morths:| 4.

700 65 Hrs v ag

to stk on time? mhever a izsue
| heduled work hours?| ves |« |never a issue
ityE your Wworking retationship wwith your co-workersizuperyisor

Current B 5 f | |Client stated that her working relationship with co-wearkers! supervisors b
currert! | :lt_ 4 \hen sre vou sbleto work m] -Wh-at-ti-'pa of jobs have yau liked in the past and what are you interested in?
: 4 8 s e - : - |Client stated that =he has had her own business in construction and enjoy
Looking fo M!Chem iz seeking employment for full-time Describe what vou ke Mozt sbout yaur Ia'étjhﬁ
Type of work: 1(_3"9"'_1 iz seeking employmert in the fislds of: cashier, wat | | |Client stated that she enjoyed working with her co- warkers.
Longest Wiorked Emplos'fs',r:im m \’\‘hY_LBﬂ;lclierﬁ stated that her self-empl | | Describe what you liked least about your last job
B pienian N_Elf e JND - Jcligl‘ﬂ stated thet she has nat been ape |Client stated that there was nothing that she disliked about her last job.

‘Can't Lookisccept Job: 1CIient stated that she iz work ready ar | LMl va. Potertial Earnings:

Guit or Fired Reasor: = |

ﬁ Prirt CAP Azsessment

LMl

_ Save x:C'éncel ‘

Record: 103

Flgure 1 Assessment Module/Emponment Tab

Step-by-Step:

1.

2.
3.
4

© NGO

Click on # Assessmentcon.
Click on theEmployment tab.
Click on the # &« | putton.
Complete the fields of:

a. Employer,

b. City,
c. St(State),
d. Job Title,
e. Start Date (mm/dd/yy format), and
f. End Date (mm/dd/yy format).

g. TheMonths field will auto calculate based on the ‘Start Daied ‘End Date’.
In thePer field, type the pay frequency (daily, hourly, magt weekly, and yearly).
In the Salary field, type the amount of pay based on the frequémdicated in théer field.
Complete thedrs. Wk (Hours per Week) field.
Complete thelob Descriptionfield.
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Verifying a Work History

Entering verification of employment to send the flayment Obtained’ alert to FSD.

E Toolbox 2 (Test} Assessment

Azzezsmert Date: 081908 * Last Upclate Date: JD1 1309

Employment History
| Employet 1 City | st = Add [

]Self Ermployed

|Cape Girardeau ]MO =
Jok Trtle.iCashler

Start Date:|11/01,07 End Da'[E:LiDSJ'D’] 05
Per:| Hourly ~| Salary:]
Joh Descr_ipi'ionf

Currernt Employmerﬂ

Currenthy Working ot Work... Vihen are you able to work: [
Looking for swork; 1\(93 !CIlent iz seeking employment for full-time
Type of wark: 1(_3Iient iz seeking employment in the fields of: cashier, wat

Morihs: [
Hrs. Wik - ]_—“

7.00 &

Cazhier, stock shelves

m,_:. w— Delete

| |Client stated that her working relationship with co-workers! supervisors h:

Job Seeking Skillz
Do you have 5 resume‘?l Mo 1CI|ent stated that she does not have &

W‘nlch methocls worked best for you? 1CI|ent stated that she does faceto

Describe your typical interyisyw ]Cllent stated that she does not feel like she

Do you nieed heln preparmg for intervisws? 1CI|ent stated not at this time.

Job Keeplng Shillz

]M_”never aigsue
Dicd ol etk most scheduled :\-'vurk ‘h_ouré'?i Yes w |never aizsue
Describe your warking relationship with vour co-warkersizupervisar

Wigre you ahle to get to wwork on time?

Wt type of jobs have vou liked in the past and what are you interested in?
|Client stated that she has had her own business in construction and enjoy
Describe what yvou liked most about your last job

|Client stated that she enjoyed weorking with her co- workers.

Longest worked Empiayer:{2im | ¥l Left [client stated that her self-empl || Describe what you liked least about your fast job
Aipplisd and Np’f Hiredt | No & lclin?nt stated that she has nat been apg |Client stated that there vwwas nothing that she disliked about her last job.
‘Can't LookiAccept Job: | Mo = |Cliert stated that she is work ready a1 | Ll vs. Potential Earnings:
Quit or Fired Reason: | L
ﬁ Prirt CAP Assessment | Save XZCénceI |

Figure 1. Assessment Module/Employment Tab

Step-by-Step:
1. Click on ' Assessmenicon.
2. Click on theEmployment tab.

3. Click onthe+ button .

] 4]

—

Emplc-ver Mame; leaImart

5d

Address |1 23 Stadium Boulevard

City, 5t, Zip |.Jefferson City

Employer Phone: |(5731635-5283

Start Diater|1126/08 End Date:

ICx: 4 5b
o [Bs109

Jl 5f
First Check Date: |1 21508

Type: |Unsubsidized Employment v|

Salary Amount:] 1, 2500

-]

" Uneerified

Reason For Leaving: |

Wetified Terminstion: © Werified

4. TheWork History screen will display.

T Unvetified

Figure 2: Work History Screen

v| ’8 Cloze é 7

5. If not already complete, enter information into fledds of:

Employer Name

ID (if information is available),
Address,

City-St-Zip,

Employer Phone

First Check Date,

~Poo oW
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g. Start Date,

h. Type (Subsidized, Unsubsidized Employment, OJT, Worldgtdmericorp/Vista
Stipend, Tips or Bonus, Compensation in Lieu of B&dgelf Employment, or
Commission),

i. Salary Amount, and/or

j. Pay Frequency(Bi-Monthly, Bi-Weekly, Monthly, Semi-Monthly and @ékly).

6. For the field oiVerified Employment, either Verifiedor Unverifiedmust be selected.

7. Click onthe® == | button to send the alert.
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Terminating a Work History

Entering termination of employment to send the ff@axtion of Termination’ alert to FSD.

Toolbox 2 (Test} - Assessment

Employment [
Assessment Date: jusn a0 Last Updste Date! Jm 309
Ettployment History

] Employer 1

an

]Self-EmpIo\;ec_ﬁ

|Cape Girardeau
Jok Title: \Cashier

Start Date:1 101 07 End Date: 030108
Per: | Hourly - Salary:|
3 Job Desctiption: (Cashisr, stack shelves
Z
Current Employ?hent =
Currently Workihg:i Mot Vark... = When are you able to work: E]
Laoking for work:{\(es . - !CIierﬂ iz seeking employtent for full-time
Type of wiark: 1(_3Iient iz seeking employment in the fields of: cashiar, wat
Longest vorked Emplaver:(21m  Vhy Left iciert stated that her seif-smpl
Applied and N_clf Hiredt: JNo. i Jcli:rﬂ stated that she has not been ape

‘Can't Lookisccept Job: ]Client stated that she iz work ready ar

Marths:| 4
Hrs. Vi ]_ID“

700 3|

Quit ar Fired Reason:

o =1E3

Job Seeking Skills .
Do you have a-res’ume‘?l Mo - ICIient stated that she does not have ¢
Yvhich methads warked best for you? |Cliert stated that she doss face to f:

Describe your bypical interviews ]Clierd stated that she does not feel like she

Do you need help preparing for interviews? [Client stated not st this time.
- Joh Kee;:iing'.Skllls

mhever # izEUe

Didl you otk most scheduled wark hours?| ves |+ [never a issue
Dezcribe your working relationship with your co-workersisupervisor

|Client stated that her working relationship with co-wearkers! supervisors b
Wbt type of jobs have vou liked in the past and what are vou interested in?
|Client stated that =he has had her own business in construction and enjoy
Dezcribe what you liked most about your st job

|Client stated that she enjoyed warking with her co- warkers.

Dezcribe wehat you liked least about your last job

|Client stated that there was nothing that she disliked about her last jok.

Wiere you ableta get to wark on time?

LMl vs. Potential Earnings:

| ]

ﬁ Prirt CAP Azsessment |

Save xX: Cancel |

Figure 1. Assessment Module/Employment Tab

Step-by-Step:
1. Click on # Assessmenicon.
2. Click on theEmployment tab.

3. Click on the+ button to access tork History screen.

Employer Matme: |Walmar‘t

I |

Address: [123 Stadium Boulevard

City, St, Zipe |Jefferson City

Employer Phone: [(5731635-8283

Start Date: [11/26/05  End Date: |03/01 /09 4

Mo [es1og
Check Date: 1241 508

Type: |Unsubsidized Employment V|

Salary Amount:| 1 25000

Fay Freduency: |Mor|thly

-]

‘erified Employment, ™ “erified

T Unverified

—

= 5

Reaszon For Leaving: |G‘eu'rt
6 werified Terminatiors T “erified

& | ryverified

R cose % 7

Figure 2: Work History Screen

4. Complete thé&end Datefield.

5. For theReason for Leaving(Layoff, Quit, Fired, Job Ended, or Other) fietlect the

reason for the termination of employment from thgpddown menu.
6. IntheVerified Termination field, select either Verifiedr Unverified

7. Click on the @ ¢lse

' button to send the alert.
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Work Related Expense (WRE) Payments
Authorizing Work Related Expense (WRE) paymentgéaipients.

E Toolbox 2 (Pruductlon} Empluyment Plan | ]E]

 BIECHS B )

l_ Shavw Closed Services: | Shove Closed Tasks  EO N_UTICB. | P]a'n:{T. of r{ ‘ ﬂ
- = = SHEmployment

: mes
#start Date: ([FRERT Closed| [ = L caP Unsubsidized Paid Employment
S Chlet: 41203100 [Retsil Salespersons

® Goal 7o find & part-time in any fisld. JLI
=
& Justification: |participant has a yound child and feels part-time would be best far her :_ (il
Lmi Tamily . =
Obiective Employmert Start Date: 111603

Savice: {(;AP Unsubssidized Paid Employment Houes:| 25

FEII_\J:] | Hourly Yage: 1 | Actual Start I_Z)ate;'h 1ME09, + i
asl -EH] |
= B Training \Wesks
= Del Task | FSDMonths on TANF.| 24| Femei] |

 AWEPICWEP Comm Sery

= Add Serv_ice| Cummel_‘dsl Iﬁ \.-"er:iﬁ'caﬁon|

e i | Wiz After 724008 53| ceupational] |
Endl Date: Outcome: . -
i [ e| ome{ — Del Servins ,AV\IEPICJ«'\I'EP Comm _Sgr.'«'j——-_
I Iz Biefore 702409 L Total 1—0:
Ohjective:| Start Diate: {111 703 L Core:| 200 : L
- Serwice] Heesl | Nan-.Core:! o
B Schedle | (4 Print Plon | o New Plan = DelPlan | (% Save | 3€ Cancel | $ Paymert_ | @) DESE |
Start Date ofthe Employment plan 3 | |

Figure 1. Employment Plan-Enrollment Module/Employment Plan Tab

Step-by-Step:
1. Click on [# Employment Plan/Enroliment icon.
2. Click on theEmployment Plantab.

3. Click the $ Pamert | hytton to access the Payments screen.

j! e e e e

WWark | Transportation

5 I\g* Authorization Date: 114009 | G Total VWRE Authorizec: uli]

& Yendor: 7
Available Amount: 350.00 AI_ 13
Fay Amount:

Pay Expenze: | -

- Descnptlnn

10

|*

1]

Service
11 |
|

é} Print “voucher @ Save | ’8 Close
Figure 2: Payments Screen/Work Tab
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4. TheWork tab will display.

5. TheAuthorization Date will default to the current date.

6. Select the appropriate vendor by double clickingrassing the F2 key while in tMendor
field for a list of options.

7. TheAvailable Amount field displays the remaining amount of WRE avdddbr the
recipient. [The maximum amount of WRE is $350 qodiing 12-month period.]

8. In thePay Amountfield, enter the amount of WRE to be issued tordogpient.

9. From the drop down menu in tRayy Expensdield, select the type of expense the WRE is
covering.

10.In theDescription field, enter a description of the WRE payment.

11.Double click in theServicefield(s) to access a list of CAP services avaddbllink to the
WRE payment. [This function is not fully developad its completion is optional.]

12.Enter the amount of the WRE associated with theszinto theAmount field. [This
function is not fully developed and its completisroptional.]

13. TheTotal WRE Authorized field indicates the total amount of WRE issuethi® recipient
in the past 12 months. The maximum amount of WRE3E0 for the previous 12-month
period. Therefore, Toolbox 2.0 looks at the prasi@2 months to determine the funding
available.

For example, it is September 15, 2009. Toolboxll0ook to see what WRE payments
were issued between September 15, 2008 — Septdp2009 to calculate the available
balance. If the following payment were issued5838 - $100 and 8/15/09 - $50, there is
$200 available on 9/15/09. [The maximum WRE tlzat be issued per 12 month period is
$350. In this example, the client started witliB&®balance. The $100 and $50 payment
would both be deducted and leave a balance of $P@dvever, on September 25, 2009, the
$100 from the 9/25/08 payment would again be alkElto make the balance of WRE
available $300.]

Toolbox 2 {Test} - Seeker Histories

w Help m
E Paymerts || FSD Loaalnformatin

Eegin | End |Am0urd ] FAmt | Type |

Counselar | Expense Code ]
1120mal1ntoafiiane]  2s00] 2sooftRe  fHa REXMER
H1A0maf14008 | 2s00] 2500{TRE  [HAVLEY KREYMER

1| [

|

| l
| | | | |
{ 1 11 | | 1
1 1 L | [ |
| | L | (|
l 1 | | | [ |
[ | | [ | 1
| | [ | | I | =

Address

Documert Mumber:
' Check Number
1__1 . . Reconcile D'attei—‘
Check Am‘ount-:{
Pay Method: Eﬁ—

= Delte | L Print oucher |

[Sésc?i;:-d.ion
WRE is reguest to fix flat tire.

Figure3: Seeker History Module/Payments Tab

14.To verify the payment was issued, click (il Seeker Historyicon
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15. Click on thePaymentstab.
16. The Statuswill remain ‘Pending’ until WRE payments are recived.
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Reconciling Payments

Reconciling WRE payments. Only users with authemtipermissions my perform this

functionality.
£8 Toolbox 2 (Test} - Seeker
File Edit tion ©

& % t @ ﬁ @ | eriy Empltlye]'Web Users

Call-in Letters

Sesker Info

Mz s Ad,dre?il%::tﬁ:N s asan - ISIreet Address:
-~ Phore umbers : Alerts Review [
Hame:| Calll417)8 BFS Alert Review B e |
Work: Gther(417)4 EES Referral. e |
- Persanal Infarmati — SiHginefatle SI.ééEér:Qféﬁ{é e Last Upcat
wg.ﬁ?@&ﬁ;fﬁ%ﬂ@i‘%@ l_'\ln Qtihn_oi Erlnt.Manager Emmp Exchange: Ic%;m Tﬁﬁ%ﬁgr
age[ 24 | ¥ Searchat Beports: 5 -asémnggg'meﬁn (active | Mestapee[ | Tme[ |
Gender || W Share resume - UiBen Year B2y Dtjnacive | | NextTaskfoanens|
ciizere] | [ Undoe &lien [~ Deceased. ‘ T Possible/Actual Enroliments M
peibi1192484s |

| Alien Re #_“_!7__ _I:___E__lg;.l—_—l_.,

B veteraﬁ Infn n .
‘ ‘et Status:| M - Mone «| Transitiorc{ 'J

DChioost 363964 |

Actual-CAP Recipiert|Mandstory ‘

[ Recently Separated Served From | Served To | -~ Services Provided.

[~ Served in Campaign | Date | Type of Service Emmployment Counselar |
[ rint on Summary (Restime) [l 1072408 intial Interview HAYLEY KREYMER =
[ Service Ended hy Disabiity Y] [e——" IHAYLEY KREYMER I

Spouse of Deployed Guard/Reserve or spouse deployment ended we the 3 i
e e e e G- ot oo Roterral [counselor ek |

Br,_anc'h:i:| I stetus Veritied 0540106 |Job Referral |Caunzslor Wik >

Source: | THERESA TERRY | [ Partial Seeker B Web nfo

[ Restricted [ 'Secondary Counselor

Save ‘ 3 Concel ‘

Fgure 1 MO Utility Menu/Fiscal Payment Query Option

Step-by-Step:
1. Click on thel=EHEl MO Utility menu.
2. Select theiscal Payment Query

(=13

B Toolbox 2 [Test} - Seeker
File: Edit Help

\-’endar‘] Cnunselor i

Vd
Payes [Butht | Begin [ End | Amount | Ram | Type | Expensecods || 4€ o
| ORKMAN, BRADY a(kata##-5051)  |03nsmajn2einsjoznans| 1200 [TRE L | [~
[ RORKMAN, BRADY A###-##-5031)  [D3namg 55 65 fwRE  |Automobile Repsir [ZEMAN TIRES & WHEELS & |
[ WWORKMAN, BRADY AGmt#-##-5051)  Mipomsfioinsfiinans| 2500  2s.00{tRe |
| hORKMAN, ERADY AGRBEA-##-5081) (114008114008 2500]  2500fTRE [
r | | I
: | | | | | [
- | | | | | |
| | | | | I
| | | | | !
1 I ) | L ) o e &
Set 022808 Address Counselor: MYRA HUHMANN
Sun 02422009 ]'— Sunozoimna 11651 v CROSSLAND 5T | Status:
Mon 02/23/09 [— hon DE0209 r_ l S | Documert Mumber:(os522991 2735
Tue: ozfzmg ]_ Tue 030308 2 [cEsT Check Numb&ri—-< 7
I ‘ed 0304109 {_ 8 Recancile Dte] Py Method: EET

Thuuamsmgl':“"f | Check Amount{ :
Fi- DC-HDSIGQ! ! = 9
Jeselect Al xport to Excel Print 5 Gave & cancel

Figure 2: Fiscal Pay Maintenance
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3. Use theSSNfield to locate a specific record.
4. If you are reconciling multiple records, you casaalise the fields of:
a. Auth Date,
b. Vendor,
c. Counselor,
d. Pay Type and/or
e. County.
From the list of payments, highlight the paymeni yeant to reconcile.
Complete thd&document Numberfield.
Complete th&Check Numberfield.
Enter the appropriate date into fReconcile Datefield.
In theCheck Amountfield, enter the actual amount of payment issuqubofor the WRE.

10 Click the &% | putton.

©WooNOO
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